ei 


ft: 


ia 


Whisper the, phrase 


“Cheap Tricks” 


PC Maniac sales associates at any 
PC Mania retail location and instantly 
get an additional 
Maniac-reduced computer book 
purchased, on top of other savings 
already applied. Don’t go around 
telling any of your friends. 


Gazillyuns of Mavic-Reduced 1) 


comPutey 


433 SPADINA AVE. 


(SouTH OF COLLEGE) 
TORONTO, ONTARIO 


416 593-4845 


Mon - Fri 10 - 7 
SAT 10 -6 
SUN 12-5 


4476 Cuesswoon Dr. 
Unit:3 & 4 


Downsview, ONTARIO 


416 398-3337 


Mon - Fri 9 -8 
SAT 10 -6 
SUN 11-5 


to any of our 


off any 


books... 


-QUR NEWEST LOCATION! 
1350 Kennepy Roap 
SCARBOROUGH, ONTARIO 
416 150-7272 
Mon - Fri10 - 9 
SAT 10 -6 
SUN 12-5 


Little Black Book | 


of Cheap Tricks 


Copyright © 1998 We Compute Inc. 


All rights reserved. No part of this publication may be reproduced or 
transmitted in any form or by any means without written permission of 
the publisher. 


We Compute Inc. 
1560 Bawiew Ave., Ste. 302 
Toronto, ON M4G 3B8 


ISBN 0-9683833-0-0 


Cover art and book design by Dan Hoddinott 
Tricks compiled and edited by Dan Hoddinott 


; wi 


Table of Contents 

Windows 95 

Appetizers... SA 8 Be BOD 
GUstOMmiZAtiOn:. 4.44.4 fk 8 oak Bee we BAER be ee APRS 6 
Takeashortcut. 2. GD 
BoostyourproductMty 6 11 
WrestlngwiththeRegistty. 13 
Multimediaand miscellany. 6 000 16 
Funstuff...andjustplainwelrd 6.00 18 
Windows 3.1 

Harnessing WindowS ©... 20 
Custom WINdOWS . 0 99 
BEINGS DIOCUCIVG: 6. a: ily dre Me Ree ae ee ES 8 24 
SHOMCUUS: tac Sb et cnde ed SS, OE eae we BES Hie 8 25 
FUGNG SINCSc 6 6 nd ccc Tate Me WAY. oe Wh a ee Me a ae he Mee 26 
Fortherealgamerinyou. . 6. 97 
DOS 

WORIRS With Date fleS': ic. oa Ge Ae wee ee eS 28 
ClVershoncuts «.u-3,4 4 Ge Se bo 5h wee ae AoE OS 30 
Productive keystrokes 2-20 6G eo A EA we ea OSES 31 
IMLCVEStING GSIGES: <b ob ache ee ee ERS OMY ae 31 


Home and Office 


COMIME CHAD: 3% KAA Ga Re BH RR Dee eH 33 
SCRIRTGCISS = 425 5 46 Goh SOG de BEER oe ee eS 34 
COUPEE, OCAINS 5 i, cae Fh he hE Se ee 35 
Clever printing procedures ........... 2.205000 4 | 35 
CREa TMS a. s. st he ca ont be, oo Se ok: Ky So oS Ta se fori ee 37 
Online . | 

Acollection of tips to enhance the connection ........... 38 
Desktop Publishing 

Anne litle MINSS.< <\e.e4 wee od Aw SA aE GE RS 49 
Drawing andillustration ........0 0.00000 2 eee 49 
PAGE IAVOUL 5.3.8. i Ko Babe A a es ER lg OSE eS aS 43 
Working with photos/oitmaps. . . 2... ee 44 


We Compute's Little Black Book of Cheap Tricks 


Word Processing 


FINGEl SAVES... tie ede AG oe ee PE EE Ge RY aS 46 
W/OROPEMECUSTUNIS:: a. ont SS ark ee wa eee oh S 46 
\W/OFGLINISES. a he ee eae A OO Se ee Be OES AS Bo 47 
Creative time wasters 2.0. 2 49 
Quick Tricks 

Short but sweettipsandtricks. 2... ee ee 51 


We Computes Little Black Book of Cheap Trtohs 


95 


Appetizers 


Here are a few tips and short-cuts to whet the appetites of newcomers to the 
wonders of Windows 95: 

¢ Want to change the appearance of your desktop? Maybe the colour 
schemes, wallpaper or screen saver? Position your mouse pointer on any empty | 
part of the desktop and click the right button. A Display Properties dialogue box 
will pop up, allowing you to change desktop colour schemes, wallpaper, screen 
savers, fonts and monitor resolution. 

¢ Make sure to use the Add/Remove Programs option to add the optional 
Quick View file-viewing component. Once this feature is installed, you can 
right click on any wordprocessing, spreadsheet or database document icon and 
view the contents of the file without first having to launch its associated 
application. 

¢ Are you having trouble keeping track of all the application windows you’ve 
opened on the screen? Then click on a blank spot on the Taskbar with your right 
mouse button and a dialogue box will pop up with various options for 
organizing opened applications, documents and desktop icons. For example, 
you can use the Tile command to neatly organize the opened desktop windows 
across the screen in rows of small tile-shaped squares. 

¢ With Explorer, there’s a new way to move files. Select any file you want to 
move, click the right mouse button and select Cut. Then move your mouse 
pointer to the folder into which you want to move the file. Click the right mouse 
button again and select Paste. Voila! Your file appears in its new location. 

° There’s one bit of good interface news for diehard Windows 3 users. You 
can still quickly switch between opened windows by pressing the Alt+Tab or 
Alt+Esc keyboard combinations. 

¢ Tired of having to look down at the bottom of your screen to see what’s on 
the Taskbar? The Taskbar can be repositioned to three other locales on the 
desktop. Just click on it and drag it to the top of the screen or to either side, and 
then drop it at its new location. 

* The Windows 95 users camp is divided along the lines of those who love 
the Taskbar and those who are annoyed that it takes up valuable screen space. 
You can eliminate the Taskbar from your screen, but still have it available when 
you need it. Move your mouse pointer to the bottom of the screen and onto the 
grey area of the Taskbar, and right-click. From the menu that pops up, choose 
Properties, then choose “Auto hide”. Click the OK button and the Taskbar will 
disappear. It’s not really gone, though. Just move your mouse pointer back 
down to the bottom of the screen, and the Taskbar re-surfaces. 
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Customization 


One of the beauties of Windows 95 is its vast customization capabilities. Set 
it up to fit into your way of working by putting some of these cheap tricks to 
work. 

Vanquishing ‘My Computer’ 

Only one person could have come up with the lame-named Windows 95 
“My Computer” icon: the same genius who named Microsoft Bob. But you can 
do a bit of housecleaning and assign a more classy nomenclature to the icon (for 
example, His & Her Computer). 

Simply click once on the My Computer icon name label. Press F2, then type a 
new name into the highlighted name area and press Enter. The name “My 
Computer” is relegated to the trash bin of lame icon names history. 


Start up with ScanDisk 


Do you want the ScanDisk utility to automatically check your hard disk for 
file and disk problems every time Windows starts up? Then add ScanDisk to 
your StartUp folder. 

First, right-click on the Start button. Select Explore and find the Programs 
folder. Double-click on the Programs folder and then on the StartUp folder 
within it. Now right-click to pop up the Shortcut menu. Select New, Shortcut 
and type the following in the resulting dialogue box: C:\windows\scandskw.exe 
/a (without a period at the end). 

Assuming your Windows directory is located on drive C, Windows 95 will 
now automatically run ScanDisk on all your hard drives when it starts up. If 
Windows 95 is located on a different drive, substitute that drive letter for C 
when entering the Shortcut command string (e.g., D:\windows...). 


Picture this 


Ever wish you could use an existing graphic as an icon on your desktop? 

In Accessories, choose Paint. Now choose Open to open any bitmap file 
(you'll know them by their “.bmp” extensions). To ensure your new icon doesn’t 
lose its detail, don’t select a large picture. 

Choose “Save As” and rename the file, making sure you use “.ico” as the file’s 
extension, as in filename.ico. Save the file to a location on your hard drive 
where you can easily find it, perhaps a special folder you've created for odd files 
like these. Close Paint. 

Right-click on one of the existing, boring icons on your desktop. (Some 
icons, like My Computer, that are reserved for Windows features cannot be 
changed.) 

From the drop-down menu, choose Properties, then the Shortcut tab. Now 
choose the Change Icon button, then Browse. Find your newly-created icon, 
double-click on it, then choose OK in both windows. Your new icon should now 
appear on your desktop, replacing the original. 


Changing names 


The plain old “C” drive is pretty boring. Here’s a tip on changing its name. 
Open Explorer. Find the C drive (at the top of the left window), right-click on 
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it, and choose Properties. You'll now see a small window beside Label, with its 
text highlighted. Delete that text, and rename the drive. 

You may want to write down the original text before you alter it, in case you 
want to restore it later. 


Make your own shutdown messages 


You know those screens that appear when you close Windows 95 — “Please 
wait while your computer shuts down” and “It’s now safe to turn off your 
computer”? Did you know you can replace them with screens of your design? 

First find or create a bitmap file (with the .BMP extension) of the design you 
want to replace each of these screens. Use a photo editing program or Windows 
95’s Paint utility. Keep it under 127 kilobytes. 

Then use Explorer to find the two files called logos.sys and logow.sys in the 
Windows folder. Click on one and when you're asked what application to use, 
chose Paint. 

When Paint opens, select Clear Image under the Image menu. Then select 
Paste From... in the Edit Menu. Paste in the .BMP file you previously chose or 
created. Now save the file as logos.sys or logow.sys, as the case may be. 

Follow the same procedure with the other logo file and you'll get two new 
screens when you next shut down. 

You can use other photo-editing tools and different methods, but it is 
important to make sure the new files have the exact same dimensions and other 
characteristics as the original logo files. 

You should also make copies of the original files before you revise them, in 
case you want to bring back Microsoft’s message screens. 


Personal startup screen/scream 


You can create your own image to replace that annoying Windows logo that 
fills your screen when your computer is starting up. 

Open Paint (Start, Programs, Accessories), click on Image and then 
Attributes. Under Units choose Pels (pixels), and create a file 640 pixels wide 
and 480 pixels deep. Click OK. 

Now unleash your creativity, drawing or painting whatever you like to create 
the image. 

When finished, again click on Image, but choose Stretch/Skew. Enter a 
Horizontal stretch of 50 percent and click OK. Again, choose Stretch/Skew and 
now enter a Vertical stretch of 104 percent. Click OK. Once more, choose 
Stretch/Skew and enter a Vertical stretch of 80 percent, and click OK. 

Go to the File menu and choose Save As. Ensuring that your file is saved as a 
256-colour bitmap, enter C:\LOGO.SYS as the filename and click on Save. 

Exit Paint, and restart your computer. You should see your image as 
Windows starts. To return to the normal start-up screen, delete or rename 
LOGO.SYS. 

If you have Microsoft Plus! installed, you may already have a LOGO.SYS file 
which can be personalized or replaced. 

But don’t stop there! Add your own start-up melody, too! 

Find a sound you enjoy — either record it yourself or perhaps find it on the 
Web. It must be in Wave format, with the .wav extension on the file. Save the 
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file on your hard drive (and remember where, too). 

Now, click on the Start button, choose Settings, then Control Panel. 
Double-click on the Sounds icon. 

You will see a list of applications that can have sounds applied to them. 
Scroll down until you see Start Windows. Select it and click on the Browse 
button. 

Find the sound file you saved, click on it and press OK. Now choose Apply, 
and exit from the Sounds window. Restart your computer to hear your new 
start-up sound. 


Make use of a nuisance 


The Windows 95 Desktop update that comes along with Internet Explorer 4 
drops icons into a Quick Launch area beside the Start button on your Taskbar. 
Not a bad idea, really, except when it dawns on you that you're surrendering 
valuable Taskbar real estate to accommodate icons that trigger applications 
you'll never use. So let’s put that clever idea to good use. 

You can remove the nuisance icons and move some of your own programs 
into the Quick Launch area with a few quick steps in Windows Explorer. 

If you don’t already have a shortcut to the program you wish to Quick 
Launch, create one now, then copy it into the C:\Windows\Application 
Data\Microsoft\Internet Explorer\Quick Launch folder. 

Your program’s icon is instantly added to the Quick Launch and will spring 
up in one mouse click. Some users have found it necessary to rename the 
shortcut to something starting with the keyword Launch, as in “Launch Word”, 
before it will work, but we had no trouble without renaming. Since Launch is 
one of the new keywords IE4 recognizes in this directory, so ’tis better to do it 
right the first time. Go ahead and rename the shortcut. 

Oh, yes. Save yourself some Taskbar clutter by dragging any shortcut you 
don’t want out of the Quick Launch folder. Or kill it altogether. © 


Create your own toolbar 


Having trouble finding your programs — perhaps because you have too 
many shortcut icons cluttering your desktop? Windows 95 users who also have 
Internet Explorer 4 installed can make life a whole lot easier by moving 
frequently used icons to a new toolbar. 

First, create and name a new folder (it can be anywhere). Create new 
shortcuts to your favourite programs and/or move old ones to the new folder. 
Close the folder. Now, right-click on an empty spot on the existing Taskbar and, 
from the pop-up menu, choose Toolbars and then New Toolbar. In the window 
that appears, navigate to your new folder and click OK. 

You can adjust the toolbar’s appearance by right-clicking on an empty space 
of the toolbar and, in the menu that appears, turning Show Text and Show Title 
on or off. To make it always visible, right-click on it and choose Always on Top. 
You can drag it elsewhere on the screen by grabbing the small vertical line at the 
beginning of the toolbar. 


Welcome back Windows 3.1 
Feeling nostalgic for your reliable, old operating system? You can easily 
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make your Windows 95 desktop look like the old Win 3.1 screen. 

You simply have to edit the SYSTEM.INI file found in your Windows 
directory. You can do it in Windows 95 by clicking on the Start button, choosing 
Run, entering “sysedit” in the space, clicking on OK, then going to the 
C:\WINDOWS\SYSTEM.INI file in the window that appears. 

In the SYSTEM.INI file, look under the “[boot]” heading for the line 
“shell=Explorer.exe” and change it to “shell=Progman.exe”. Save the edited 
file, close the window and reboot the computer. 

You may be surprised at the new, old look of your Windows desktop. You’ve 
still got all the power of Windows 95 but it handles more like the Windows 3.1 
interface. 

To get back to Win 95 after your trip down memory lane, re-edit the 
SYSTEM.LINI file to reinstate the reference to Explorer.exe. 


Control that panel 


Have you ever wished you didn’t have to go through the Start button, 
Settings and Control Panel just to open a control panel like Display or Modem? 

You don’t have to — if you place your Control Panel directly on the Start 
menu. 

To take advantage of this undocumented feature, find and open the Start 
menu directory in Explorer. In the File menu at the top of the window, select 
~ New and Folder. When the new folder appears in the Start Menu directory, 
- rename it with the following name without the quotation marks: “Control 
Panel.{21EC2020-3AEA-1069-A2DD-08002B30309D}”. 

Before you press Enter to finish the renaming, check the name again 
carefully. There’s a space after “Control”, a period but no space after “Panel”, a 
set of pointed brackets, and a total of four hyphens. Those are zeros within the 
brackets, by the way, not letter O’s. 

Press Enter and the name should shrink to “Control Panel”. If the new folder 
is not already located in the Start Menu directory, move it there now. 

Click on your Start Button and you'll find a Control Panel entry at the top of 
the list, leading to a drop-down menu of all the control panels. 


Take a shortcut 


Another good thing about Windows 95 is the myriad shortcuts available. Try 
these on for size. 


Rescuing your application title bar 


Windows 95’s robust multitasking capabilities often entice users to 
simultaneously open more and more applications and utilities. Unfortunately, 
the clutter created by all those opened windows can result in the title bar of a 
window you want to move being covered up. 

You need to be able to click on the title bar to quickly move that application 
window. So what is a user to do? 

Press the System Menu command: Alt+space bar. That produces the System 
Menu, at which point you type “m” for move. Then use your keyboard’s down 
arrow key to transport the selected window anywhere on the screen. 
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What a drag 


When you try to move or copy files in Explorer by dragging a file from onw 
folder or disk to another with your left mouse button, the file isn’t moved or 
copied. Instead, Windows creates a shortcut to the original file. © 

Hold down the Shift key while dragging a file to really move it and hold 
down the Ctrl key to copy it. Better still, drag with the right mouse button and 
you'll always have the choice of copying, moving or creating a shortcut. 


Explorer on the desktop 


There are several ways to open Explorer, which provides a hierarchy of files 
on the computer’s storage media, but all of them require multiple mouse or 
keyboard clicking. 

To keep Explorer just a click away, use Explorer to find the file explorer.exe 
in the Windows folder. Make sure your window is not in full-screen mode (have 
a look at the buttons at the top-right corner of your screen — the button between 
the minimize and maximize button controls window size). 

Now click on explorer.exe and drag it to the desktop. This will create a 
shortcut there (you can edit the name). 

Henceforth, you can click on this icon to get instant access to the Explorer. 


Faster access to files 


Want to get to your files faster than even the Start button and its flying menus 
offer? Create a folder on the desktop that you keep open all the time. 

You can place shortcuts to applications in this new folder by left-clicking on 
the icons for any files with “.exe” or “.com” extensions (found in Explorer or in 
other folders) and dragging them into the new folder. 

For other files, right-click-and-drag them into the folder and select Create 
Shortcut(s) Here from the menu that pops up. 

Alternatively, you could create a desktop folder that includes the shortcuts 
to the files listed on the Start button menus. Right-click-and-drag the Programs 
folder (or any of its sub-folders such as Accessories) to the desktop and choose 
Create Shortcut(s) Here. 

In either case, keep the new desktop folder open and you'll be able to click on 
the icon of any file in the folder to launch it, instead of having to click on tho 
Start button and search through the cascading menus. 


Keyboard shortcuts 


¢ To find out the system properties of your PC quickly, hold down the Alt 
key (some people find both Ctrl and Alt must be held down) and double-click 
on the My Computer icon. 

¢ In fact, almost any icon gives up its Properties information in this fashion 
— that is, when Alt is held down and the icon is double-clicked. 

¢ For Windows 3.1 and DOS, pressing the Ctrl, Alt and Delete keys resets the 
PC — making it shut down and restart. In Windows 95, the same combination 
brings up a dialogue box from which you can select programs you'd like to stop 
running. There is also an option to shut Windows down completely from this 
box. 
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Going to the max (and to the min) 


Maximizing and minimizing windows may seem straightforward. You just 
click on the little boxes in the upper right corners, right? 

Yes, but in Windows 95 we can always find better ways of doing everything. 
Here are a few tricks on going to the max — and to the min: 

¢ You don’t have to position your cursor on those tiny boxes at all. Just 
double-click on the program’s title bar anywhere left of the buttons. The 
window will immediately jump up to full-screen size if it’s not already at its 
maximum. Or, if it is already at the max, it'll shrink to its tiled size. 

* The DOS window opened up with MS-DOS Prompt can be made so large 
that Windows’ usual buttons and bars disappear off the screen. To max it out, 
while in the DOS window, hold down the All key and press Enter. The same key 
combo will return the window to its smaller “maximum” size. 

¢ Have a Windows 95 keyboard? To minimize all your open windows at 
once, hold down the Windows key and press M. Undo that minimizing trick by 
pressing Shift + the Windows key +M. 

Other useful Windows key combinations: Use it with E to open Explorer, R to 
Run a program, F to Find a file, Tab to cycle through Taskbar items, Break to 
bring up system properties and F1 to invoke Windows help. 


Boost your productivity 


Put these tricks to work to boost your productivity. 
Quick launch 


Okay, you’ve discovered the trick of including Shortcuts to all your favourite 
applications in your StartUp folder — instructing Windows to run the included 
programs as soon as the operating system starts up. 

However, what if one day you want to skip the start-up applications and get 
to the Windows 95 desktop in a hurry? 

No sweat. Just hold down the Ctrl key while Windows is starting up. This 
will prevent the applications in the StartUp folder from launching. 


Fast Reboot 


Even if you’re about to reboot your system while running Windows, it’s 
important that you first close down in the normal way (by selecting Shut Down 
from the Start menu), rather than simply pushing your computer’s reset button 
or turning the power off. That’s because important pieces of system information 
are saved in the Registry when you exit Windows with the Shut Down option. 

You can subsequently choose the “Restart” option from the Shut Down menu 
list, but it’s still frustrating that your system then has to go through its entire, 
time-consuming startup cycle (a memory countdown, system check, etc.). 

Or does it? Try holding down the Shift key when you press on the OK button 
to “Restart”. Look ma! Those long restart times have been eliminated! 

This became one of the earliest and most durable Windows 95 Cheap Tricks, 
but you can set up Win 95 to allow even quicker reboots. 

First you have to create a batch file. Open Notepad and type “@exit” 
(without the quotes). Save the file on your hard drive as an “All Files” type with 
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the title “restart.bat”. | 

Find the file with Explorer, right-click on it and select Properties, Program, 
and Advanced. Check the “MS-DOS mode” and “Use current MS-DOS 
configuration” boxes, leaving all other boxes unchecked. 

Make a shortcut to the file on your desktop for easy accessibility. 

Now whenever you want to quickly reboot Windows, just double-click on 
the “restart.bat” shortcut icon. You save having to go through the Start/Shut 
Down/Restart/OK routine — and it will ignore any floppy disks in the drives. 


Recycle disk space 


Windows automatically sets aside 10 percent of your hard disk to store 
deleted files in the Recycle Bin, in case you change your mind after deleting 
files (in which case you can click on the “restore” option). 

Better safe than sorry. But setting aside 51.2 megs of hard disk space for the 
Recycle Bin on a single 512 megabyte drive is a bit much. So let’s shrink the 
Recycle Bin’s reserved space down a bit. 

Simply right-click on the Recycle Bin icon. Choose Properties. Then move 
the Maximum Size slider to the left, reducing the maximum size of the Recycle 
Bin to about 2 percent. Click on OK, and you'll suddenly find yourself with 8 
percent more useable hard-disk space. 


Jump from a directory to a folder 


Have you ever been rooting around in directories using the MS-DOS Prompt 
and then suddenly wished you could be working in Windows 95 instead? But it 
would take too long to find the Windows folder equivalent to the DOS directory 
youre in, wouldn’t it? 

Not really. All you need to do is type “Start .” at the command prompt. 
(That’s the word “Start” without quotation marks, followed by a space and a 
period.) The parallel Windows folder will immediately pop up. 


Quick access to text files 


When you download programs from the Internet, they always contain files 
such as FILE_ID.DIZ and READ.ME that describe the programs. If you want to 
see the content of those files, you double-click the filename, and Windows then 
asks you what program to use to open the file, because .DIZ and .ME are not 
proper file extensions. 

Here’s a trick to eliminate this inconvenience. Go to Explorer. See that Send 
To folder within the Windows folder? Remember where it is. Now click on the 
Windows folder and find the notepad.exe file. Right-click on it and choose 
Create Shortcut. Now drag this shortcut into the Send To folder. 

From then on, whenever you want to open a text file with any extension, just 
right-click on the file icon and choose Send To — Notepad. 


DOS with all the trimmings 


When you start programs in DOS, you often have to add parameters — codes 
like “/s” or “/f:10” that follow the commands. 

This may seem to keep you from running some DOS programs from 
Windows 95 by clicking on icons, because there is no way to indicate the 


” 
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parameters. Ah, but there is.. 

You can indeed launch a DOS program right from the Windows desktop — 
even if it requires parameters — by following these simple instructions. 

First create a shortcut for the DOS program on the desktop. (The fastest way 
may be to find the program in Explorer and drag it onto the desktop. If it’s a 
program with an EXE extension, this will create a shortcut to it on the desktop.) 

Right click on the shortcut icon and select Properties from the pop-up menu. 

Click on the Program tab and add a space and a question mark to the end of 
the text in the “Cmd line” field. Click on OK. 

Now, whenever you double-click on the shortcut icon, a window will open, 
asking you to fill in the parameters before the program is launched. 


Handling a clumsy task 

This can be a lifesaver for times when you need to drag an item from one 
open program to another whose window is hidden, but find it’s not expedient to 
stop and minimize both windows. 

The trick is to drag the object out of the first window down to the Taskbar. 
Don’t drop it on the Taskbar, but let it hover for a few seconds over the icon 
representing the destination program which will promptly move to the front, 
ready to receive your offering. 


Shave seconds off your printing procedures 


Let’s say you're in a mega-hurry to print a saved file. 

Firing up the originating program (your word processor, for example) and, in 
turn, calling up the file, and then navigating to the program’s print function can 
seem to take an eternity when seconds count. 

By taking advantage of Windows shortcuts, you can print any file without 
ever having to open either the program or the file. 

At the Start button, go to the Settings menu and choose Printers. Click on the 
printer of your choice, making sure it is highlighted. 

Either press the Alt key once and use the down arrow on the keyboard or use 
your mouse to access the File menu, where you can choose Create Shortcut. (An 
alternative is to right-click the highlighted printer.) 

Windows will ask permission to place the shortcut on your desktop. Be 
obliging. Then, in Explorer, highlight the file you wish to print and drag it onto 
the printer shortcut on your desktop. 

You can shave a few more seconds off the next printing task because you 
won't need to repeat the steps in creating the shortcut next time. 


Wrestling with the Registry 


The Windows 95 Registry is a scary place — even for those who’ve mastered 
Windows 3’s system files. It’s long and full of strings of numbers that we’re sure 
will blow up the computer if messed with. The following tricks are safe, but we 
caution you to follow the instructions exactly, because one wrong entry in the 
Registry could render your operating system inoperable. 

But before editing the Registry, make a backup copy of your existing Registry 
first by opening the Registry menu, selecting Export Registry File, typing in a 
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name for the backup, and saving it where you can find it if you ever need it. To 
undo any changes and reinstate your original settings, select Import Registry 
File, find your saved backup and open it. 

To get to the Registry, click on the Start button, click on Run and type 
“regedit” in the space provided. The Registry Editor will pop up with a list of at 
least six keys which can be edited. 

It’s your gateway to the following way-cool tricks: 


Refreshing results 


Instead of rebooting the computer to see the results each time you’ve made a 
change in the Registry, press the Ctrl, Alt and Del keys simultaneously. 

This will bring up a window in which you should select Explorer and click 
on End Task. When you're asked if you’re shutting down, answer No. After a 
few seconds (wait for it) another dialogue box appears. Click End Task again 
and you're back in Windows with the Registry refreshed. 


Trash by any other name 


Whaddya mean you can’t change the name of Windows 95’s Recycle Bin? 
There’s a way through the Registry. 

In the Registry Editor, double-click on the HKEY_CLASSES_ ROOT key. 
Halfway down a very long subtree, you’ll find CLSID. Double-clicking on this 
will make appear another subtree of titles consisting of numbers. Select the one 
that begins with 645FF040 (again about halfway down). 

In the panel to the right, you'll see a string icon labelled “(Default)” with the 
words “Recycle Bin” after it. Double-click on the icon and an Edit String 
dialogue box will appear. At the “Value data” text box, type in the sweet new 
name of your garbage can. 


Set out a welcome 


Now you've got the idea of how to negotiate the Registry, you can turn your 
new skill to evil. For example, you can bug other users by creating annoying 
messages that will appear on their screens as tips when they start up. 

They may have turned off Windows 95’s welcoming tips, in which case you 
can turn them back on by hitting Start and Run and typing in the command 
“welcome”. 

Next, go to the Registry Editor. This time you’re selecting HKEY LOCAL_ 
MACHINE and going down these subtrees in order: SOFTWARE, Microsoft, 
Windows, CurrentVersion, Explorer, Tips. 

The tips are listed in the panel at the right, numbered from 0 to 47. You can 
delete, revise or add to them. Just keep the numbers consecutive. 

The next tip scheduled to appear is indicated in the “Next” subtree below 
“Tips”. 

If you share our demented sense of humour, we would recommend you start 
by just changing the tips ever so slightly, and then have them get stranger each 
week until, after a few months, ney re making insulting personal remarks. 


Speedy menus 


You may not even realize that your Start menu is sluggish, but you could be 
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wasting valuable milliseconds! 

Well, we’re here to tune your life to the point of feverish efficiency. 

In the Registry Editor, double-click HKEY_CURRENT_USER and Control 
Panel. Highlight Desktop. Then pull down the Edit menu, select New and String 
Value. (You can also right click on the panel to the right after highlighting 
Desktop. This also gives you the new-string-value option.) 

An item is added to the list at the right. Change the name to 
“MenuShowDelay” (without the quotes) and give it a value of zero, which tells 
Windows how many milliseconds to wait before opening a menu. 

Restart Windows or refresh the Registry as advised above and try out the 
Start menu, including the menus that fly off from the side of the main one. 

Notice how much faster it is? 

In fact, you may have a hard time controlling it at that speed, so you may 
want to bump it back up to 100, which is still much faster than the default. 


Change your name 

This trick is worthwhile if your copy of Windows does not list your name as 
the registered owner (as sometimes occurs when a store pre- -installs it). 

In the Registry Editor, click on the + sign to the left of HKEY_LOCAL_ 
MACHINE, then click on the + beside SOFTWARE. Click on the + beside 
Microsoft, then click on the + beside Windows. 

Now click on CurrentVersion. On the right side of your screen you should 
see many files, including “Registered Owner”. Double-click on that file if you 
wish to change the name. Add the new name, and press OK. 


Sneak a peek 


For users who keep a lot of bitmap files (graphic files with the .BMP 
extension), this trick is a godsend. It makes thumbnail pictures of your bitmap 
files appear in Explorer — so you can see what the images look like without 
opening them first. 

This trick may not work immediately on every PC. If you have your .BMP 
files assigned to be opened by Corel PhotoPaint or some other image-editing 
program, for example, you may have to play with those settings before the 
Registry revision takes effect. 

In the Registry Editor, double-click on HKEY_ CLASSES ROOT. Scroll way 
down to Paint.Picture and double-click on it. 

Select DefaultIcon. On the right side of the screen, double-click on Default, 
which is in brackets. In the window that pops up, change the value to “%l” 
(without the quotes) and click on OK. 

Close the Registry Editor. Open Explorer and you should see the bitmap files 
represented by thumbnail images. You may have to restart the computer first. 


Taking it off the list 


Ever remove a program but find it remains on the list in the Add/Remove 
Programs control panel? Or do you ever wish that a program that is on your 
system was not on the Add/Remove list where someone could easily and, 
perhaps accidentally, have it uninstalled? 

Well, you can take it out of the Add/Remove control panel permanently. 
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When the Registry Editor window opens, click on the plus sign (+) beside 
HKEY_ LOCAL MACHINE to open that folder. Continue opening subfolders in 
this sequence: SOFTWARE, Microsoft, Windows, CurrentVersion, Uninstall. 
Under Uninstall, you should find the name of the program you want off the list. 
Right click on its folder, then choose Delete from the pop-up menu. 

Close the Registry Editor and when you next open the Add/Remove Progams 
control panel, you'll find the offending titleare off the list. The program itself, if 
it is still on your hard drive before this exercise, will remain untouched. 


Recycling the Recycle Bin 

Seems Windows 95 doesn’t like to throw anything away. So is it any surprise 
that you can always get your Recycle Bin icon back after ... snicker ... 
“inadvertently” deleting it? 

Let’s skip into the Registry, expanding HKEY LOCAL MACHINE\SOFT- 
WARE\Microsoft\Windows\ Current Version\Explorer\Desktop\NameSpace as 
we go. Right-click on NameSpace and select New and Key. Enter the following 
exactly as shown: {64f5FF040-5081-101B-9F08-00AA002F954E}. 

In the right window pane, right-click on the Default key and choose Modify. 
On the value line, type Recycle Bin and click OK. Exit the Registry and refresh 
the desktop by pressing F5. Your Recycle Bin icon is back, good as new! 


Multimedia and miscellany 


Here is a collection of tips and tricks to help you get more out of video, sound ° 
and other Windows 95 goodies. 


Hidden video controls 


One of the nice things about Windows 95 is that any time you double-click a. 
file with an “.AVI” extension, Windows automatically opens a viewing window 
in which to play the movie for you. But the automatic viewing window offers 
only minimal controls for adjusting sound and viewing size. 

Not to worry. Just double-click on the window’s title bar to activate the full 
Media Player, providing you with maximum video and audio controls. 


A graphical readout 

Worried about the available space left on your hard disk? Here’s how to pop 
up a graphical readout of your remaining space. 

Double-click on the My Computer icon. Select the letter of the hard drive 
you're interested in (for example, the “C” drive) and press Alt+Enter. The disk’s 
properties dialogue box will pop up, complete with a colour-coded pie chart 
indicating how much space the files on your hard drive are using and how 
much free disk space remains. 

Now your old CD drive is zoomin’ 

Owners of single or double-speed CD-ROM drives, needn’t feel that 
technology is passing them by. Windows 95 can squeeze some extra life out of 
that slower drive. 

Right-click on the My Computer icon, then choose Properties. Now choose 
Performance, then File System, and finally CD-ROM. Set Optimize Access 
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Pattern to “quad speed or higher” and set the Supplemental Cache Size to its 
maximum. 


Hold the music until I’m ready 


Chances are that as soon as you place an audio CD in your CD-ROM drive, 
Windows starts playing it, whether you want it to or not. There are solutions to 
this annoying habit. 

¢ Launch Explorer, select View, Options and File Types in that order. You'll 
be presented with a list including an item “AudioCbD". Select it and click on the 
Edit button. Another panel will pop up showing the option Play. Select this, too, 
and click on Edit. A panel appears with the default command “C:\Windows\ 
cdplayer.exe /play”. This is the command causing your annoyance. 

You can delete the “/play” part of the command and then, whenever an audio 
CD is placed in the drive, the CD player applot will pop up but will await your 
command before it plays the disk. Or you can click on OK to return to the 
previous panel, highlight Play, and then click on the Remove button. This 
prevents the CD Player applet from appoaring automatically. Nothing will 
happen when a CD is placed in the drive, wail you call for it. 

¢ The following chain of mouse clicks to My Computer, Control Panel, 
System, Device Manager, CD-ROM, the name of your CD-ROM player and 
Settings, followed by unchecking the Auto Insort Notification, is certainly a 
safer route since nothing is removed and nothing is drastically changed. But it 
will prevent auto-playing of CD-ROMs, as well as of audio CDs, You might 
prefer the next suggestion, which is similar, but has an oxtra twist near the end. 

¢ Launch Explorer, then click on View, Options and Vile Types. Select 
AudioCD from the list presented and click on Kdit. Instead of proceeding to 
remove or edit the Play command, simply click on Set Default. The word “Play” 
should lose its boldface, indicating it is no longer the default. To change it back, 
just hit Set Default again and the word “Play” is again bold. With this method, 
you can still play CDs by right-clicking on the CD-ROM icon in My Computer. 


Multilingual characters 


It’s likely your keyboard is set to the standard default: English (United 
States). To find out, go to Control] Panel and double-click on Keyboard, then 
choose the Language tab. While the default may be fine for most users, many 
often need multilingual -or other characters, such as a cents sign. Word 
processors include separate character sets buried somewhere in their menus, 
but you don’t need to rely on that. 

To access a new set of characters in addition to the typical ones, just change 
your keyboard setting to International. 

After you’ve chosen the Language tab, click on Properties, then on the down 
arrow beside keyboard layout (where it should read United States). You should 
see both the Dvorak and International layout below the current setting. Choose 
International. 

Have your Windows 95 CD handy, as you may be prompted to insert it before 
the layout can be changed. 

To check out your new layout, open your word processor. Holding down the 
right Alt key, type various letters and numbers on your keyboard. Now depress 
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Caps Lock and try again. You'll find a host of new characters at your disposal. 
If you don’t like it— or want to try another keyboard — just repeat the steps. 


Wandering Start Button 


Think you could’ve done a better job than the Win 95 designers in 
determining an ideal location for the Start button? Go ahead. Find one. 

Left-click on the Start button, then press Alt and the hyphen key together. 
Choose Move from the menu that pops up. The cursor now appears 
crosshatched. Using the left and right arrow keys, you can now slide the Start 
button across the Taskbar. 

It will appear to “ghost” across your screen. Hit Enter when you've 
positioned it where you want it, and it will look normal again. 

Repeat the above process to move it back to its original location. 


Get rid of extra baggage 


You can get rid of 7.8 megabytes of hard disk clutter by ditching the Online 
User’s Guide if you find that you never refer to it anyway. 

To wipe it from your system, go to the Control Panel and select Add/Remove 
Programs. Click the Windows Setup tab at the top of the box that pops up, select 
Accessories, then click on Details. Remove the check mark from Online User's 
Guide and click OK. 

If you ever want it again, you can install it from your Windows 95 CD. 


Fun stuff ... and just plain weird 


Who said computing had to be all serious, anyway? Try these when you find 
a little time on your hands. 


Write your message on the wall 

Want to leave a note for family members or co-workers where you know 
they’ll see it? If they’re frequent computer users, try leaving it on the computer. 

No, not a sticky note attached to the monitor. Rather, use the desktop 
wallpaper as a message board. 

Open the Paint program and create a text message. Save your file with the 
bitmap extension (filename.bmp). Then, through the Display control panel, 
choose that file as your wallpaper. Now you can exit. When someone else turns 
on the computer, he/she will see your message. 

To change the message, open the file using Paint again to edit it. 


The disappearing Start button 


And why exactly would anyone want to make the Start button disappear? Or 
perhaps this is a trick to make someone else’s Start button disappear? Hmm? 

In any case, to make it work, click on the Start button to open the menu, then 
hold down Alt while hitting the minus (-) key. You’ll see a small pop-up menu 
from which you select Close. Abracadabra ... the Start button is gone. 

To get it back, press Ctrl, Alt and Delete simultaneously. In the dialogue box 
that appears, make sure Explorer is highlighted. Click on End Task. Wait a few 
seconds for a message to appear, saying, “This program is not responding...” 
Click on End Task. And ... presto ... the Start button is back. 
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Windows symbol 


We're not sure why you’d want to include the “flying Windows” symbol in 
your correspondence, but ours is not to reason why; ours is but to tell you how. 

Open your word-processing software and select Wingdings as the font. Hold 
down Alt and type 0255. 

But you can’t use the number keys above the alphabet keys — it won’t work. 
Activate NumLock and then use the numerical keypad to type 0255. 


Black hole 


Right-click on the desktop to bring up the Display Properties menu. Click on 
Screensaver and choose either Curves and Colours or Mystify Your Mind. Now 
click on Settings. Uncheck the Clear Screen box. Click OK and press the 
Preview button. Black lines will swirl across your screen, seeming to create a 
black hole through your desktop. 


Stop the clock! 


Now you can rake in unbelievable scores in Minesweeper. Just stop the clock 
and take your time. 

First, you have to click on a square to get the timer going. Then hold the left 
and right mouse buttons down on any square. You will see a nine-square 
indentation. Still holding the mouse buttons down, strike the Esc key. The 
timer stops and you're home free. 


| They're really too modest! 


You just know the credits for the team that created Windows 95 have got to 
be hidden somewhere in that desktop. 

Take it from us — you can spend a month of combining Ctrl keys, Alt keys 
and mouse clicks on logos and you'll never find the secret. What you’ve got to 
do is follow this script exactly: 

Right-click on a blank area of the desktop. When a menu pops up, select 
New. On the submenu, select Folder. 

Right-click on the folder that appears and select Rename on the menu that 
pops up. Type in, as the name of the folder, this phrase (without the quotation 
marks): “and now, the moment you've all been waiting for”. 

Right-click the folder and choose Rename again. Rename the folder: “we 
proudly present for your viewing pleasure”. 

Right-click the folder a third time and select Rename yet again. Rename the 
folder: “The MicrosoftWindows 95 Product Team!” 

Click on the folder to open it. 

If you’ve made a single mistake, you'll find a blank folder. But if you’ve been 
accurate, you'll get the names of personnel at “Mission Control” (including 
someone with the unlikely name of Bill Gates) floating around to great musical 
accompaniment. 
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Harnessing Windows 


Windows 3 users had figured out lots of neat tricks to enhance productivity 
long before Win 95 appeared on the scene — and they keep on doing it! 
No go logo 

Everywhere you look, the Windows logo is front and centre, including every 
time you start the program. 

Here’s how to avoid it: 

Instead of typing WIN when you want to run Windows, type WIN : instead. 
That’s the letters W-I-N, followed by a space and then a colon. Press Enter, and 
your program will bypass the logo and head straight to your desktop. 


Sneaking past Program Manager 

Want to bypass Program Manager and get to File Manager mucho quickly? At 
the DOS prompt, enter the following command: WIN WINFILE (without a 
period). 

Voila! You don’t even have to set your eyes upon Program Manager. | 
Windows dumps you immediately into File Manager. 


Quick access to your system files | 

To read or edit the CONFIG,SYS, AUTOEXEC.BAT, WIN.INI and other 
system files full of settings that your computer uses (as is required for many of 
the tricks in this chapter), the usual advice is to open them with a word 
processor. 

But there’s an easier way to get to them from Windows. Use the Run 
command and enter “sysedit” and press Enter. All your system files will appear 
in a window together, ready for editing. 


4 ° 
Unique extensions 


It’s a convenience to open data files (like wordprocessing documents) by 
clicking on them and having the computer automatically launch the proper 
application (for example, Word). But this only works if the file has the 
three-character extension (such as “.DOC”) that the application expects. 

However, you can force it to recognize your unique extensions (like “.LET”, 
“ JUN” or “.BOB”). 

Use the above “sysedit” trick to open the WIN.INI system file. Under the 
[Extensions] section, add lines to associate each unique extension with the 
location of the application. For instance, to make Word recognize your .BOB 
files, add the following line: “bob=c:\winword\winword.exe ~.bob” with a 
space before * 
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Forgotten screensaver password? No problem 


Password-protecting your screensaver in an office setting is not a bad idea. 
That way, once your screensaver appears on the screen after you leave your 
desk, your computer’s contents will be off-limits to the prying eyes of visitors 
and fellow workers. But what happens if you forget your password? 

Well, you’re no Windows ignoramus. You'll just reboot your computer, 
restart Windows, open Control Panel and enter a new password — before the 
screensaver emerges and locks you out again. 

Oops! Control Panel won’t let you enter a new password unless you type in 
the old one first. 

Not to worry. Just load Notepad (or any other text editor) and change 
directories to the Windows directory (usually C:\Windows). 

Then look for the CONTROL.INI file and open it. 

Cursor down to the [Screen Saver] section and the line that begins 
Password=, followed by your password transcribed in scrambled, encrypted 
form. 

Now it’s time to banish that old password, so you won’t ever have a chance to 
forget it again. Just delete everything to right of the equal sign (=) on this one 
line. 

Your screensaver is immediately unlocked, and you can now enter a new, 
more memorable password and once more be the sole Keeper of Your 
Computer. 


Stop telling us what to do 


After you shell out to DOS by clicking on the MS-DOS Prompt icon, you get a 
raft of instructions on how to handle the DOS session — no matter how many 
hundreds of times you’ve done it. 

Kind of annoying. So get rid of them. 

Open the SYSTEM.INI file with “sysedit”, go to SYSTEM.INI and add this 
line under the section headed [386enh]: 

DOSPromptExitInstru=no 

Resave the file, shut down Windows and then restart Windows. Next time 
you shell out to DOS, the instructions will be gone. 


A reminder to close the Windows 


After entering DOS through the MS-DOS Prompt, do you ever forget that you 
started in Windows and then do something dumb like turn off the computer 
without properly exiting Windows? If so, then you're creating temporary files 
that tend to clog up your hard disk drive. 

How would you like a continual reminder that Windows is still running? 

You can get it by adding two lines — one short and one long — to a couple of 
files. First, use “sysedit” to verify that the line DEVICE = C:\DOS\ANSLSYS is 
included in your CONFIG.SYS file. If not, add it. 

Then, move on to the AUTOEXEC.BAT file and enter the following as a 
single line: SET WINPMT=$e[s$e[f$e[0;30;46m$e[K Windows is Active$e 
[24CAlt+ Tab to switch; type EXIT to close$_$e[0;40;37m$e 

After that, an aqua-coloured reminder will stay at the top of your screen as 
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long as you are shelled out of Windows and at the DOS prompt. 
Elementary precaution 


There’s a hidden sleuth in your Windows PC. The good Dr. Watson is ready 
to analyze the functioning of your system and deliver a full report. 

When you call a support line to get help after a Windows problem, the person 
at the other end might ask you to get a report from the program named 
DRWATSON. It helps if DRWATSON has been active all along, saving 
information about your system. 

You can start running the program at any point, the same way you run any 
program within Windows — choose Run from the File option in the Program 
Manager window and type DRWATSON. 

But you can also make it run in the background automatically. Open the 
Start Up Window in Program Manager. Choose File and New. Fill in the first 
two blanks with “Dr. Watson” and “DRWATSON.EXE”. 

Once DRWATSON is activated, you can get a report by pressing Ctrl and Esc 
simultaneously. In the dialogue box, select Dr. Watson. If everything is all right, 
you'll get a message saying, “No Faults Detected”. 


Custom Windows 


There’s no reason for you to stick with the “factory defaults” in Windows if 
you find them less than pleasing. Use these tips as a guide “installing” custom 
Windows in your workplace. 


What's in a name? 


Program Manager is just about as dull a name as you can get (with the 
possible exception of Win 95’s My Computer). Use this tip for replacing it. 

From the Program Manager screen, open the StartUp group. If you don’t have 
one, go to File and New, check Program Group, fill in a description, type 
“STARTUP.GRP” for Filename and press Enter. 

Now go to File and New and check Program Item. For the description, enter 
your new name for the Program Manager (up to 42 characters). For the 
Command Line, enter “PROGMAN.EXE”. 

Press OK and you're set. Make the name change take effect by clicking on the 
new icon in the StartUp group. Now it will work every time you open Windows. . 


Change your icon labels 


Here are some instructions for improving the readability of the titles under 
your icons. They all involve editing the WIN.INI file. 

Under the section called “[Desktop]” you many find lines beginning with the 
word “Icon”. They can be edited or, if such lines do not appear, you can add 
them as follows. 

IconTitleFaceName= Arial 

IconTitleSize=10 

IconTitleStyle=1 

IconSpacing=77 

The first line above selects any font on your system to be the font typeface. 
The default is MS Sans Serif. 
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With the second line, choose any point size. The default is 8. 

The third line determines the type style, such as regular, bold or italic. 
Experiment with this. You can’t hurt anything. 

The last line indicates the spacing between icons. 

When you're done, don’t forget to save the WIN.INI file. 

Then restart Windows to see the results. 


Easier-to-read file manager 

If you own an older Windows notebook Computer, especially with a 
monochrome display, here’s how to make hard-to-decipher File Manager 
directory displays more readable. 

Increase the size of the File Manager display characters by pulling down File 
Manager’s Options menu, activating the Font dialogue box, and then typing 18 
into the Size box. 


Create your own customized screensaver 


You have to follow these directions carefully, or you could damage one of 
Windows’ existing screensaving modules. You're going to carry out a bit of 
cosmetic surgery on the Flying Windows screensaver. So, first make a backup 
copy of the file and keep it in reserve. 

In actuality, the Flying Windows screen saver simply uses the character 
0255 in the Wingdings font to create the effect. To create your own unique 
flying screensaver, replace that symbol with another Wingdings character (for 
_ example, a happy face, skull, or pair of glasses). 

To do this, first switch to the Accessories program group. Double-click on the 
Character Map icon. Choose Wingdings from the drop-down Font list at the top 
left hand corner. You’ll see dozens of tiny little symbol icons. To get a magnified 
view of any symbol, simply click on it and hold down your mouse button. 

When you’ve found the symbol you’d like to showcase in your new flying 
screensaver, click on that symbol’s icon and then click on the Select button (at 
the right). At the bottom right-hand corner of the dialogue box, you'll see your 
symbol’s keystroke equivalent displayed. For example, the keystroke 
equivalent for the smiling happy face is J, while L represents the angry face. 

Write down the keystroke equivalent of your favourite symbol (noting 
whether it’s uppercase or lowercase). Then close the Character Map module 
and open the Write word processor. 

From the File menu, select the Open command. You'll see a listing for the 
Windows directory. But you'll have to change the file type you're looking for (to 
“All Files”). Simply highlight “*.wri” and type “*.*” over it. 

Now you'll see a much longer list of files. Cursor down till you find the 
“SSFLYWIN.SCR’” file, open it, and click on NO CONVERSION. 

Warning! You now are proceeding to the riskiest part. The life of your 
SSFLYWIN file lies in your hands. Do not add or delete anything other than as 
instructed. If you make a mistake, exit without saving the file and start again. 

Pull down the Find menu and select Find. The program asks you what you 
want to find in the file’s text. Type in: Flying (with no period). Once the word 
“Flying” is found and highlighted by Find’s search mode, click on Cancel. Now 
look to the right of the word Flying, to the word “Windows”. Type any word you 


We Compute's Little Black Book of Cheap Trichs 23 


Windows 3.1 


want (such as SMILEES) over the word Windows, so long as the new word has 
the exact same number of characters (seven). That word will now be included in 
the new name of your screensaver (for example, Flying Smilees). 

Now select the Find menu and the Find command again. This time what you 
want to find is DISPLAY (without a period). Click on Cancel when you arrive at 
the highlighted word. 

Now look for the single keystroke character to the immediate left of the word 
“display” (it may appear as an accented y). In that keystroke character’s place, 
type the keystroke equivalent of the symbol you want flying around your screen 
(such as J for the happy face). 

Pull down the File menu and select Save, and then exit Write. 

To run your new screensaver, switch to the Main program group. 
Double-click on the Control Panel icon. Then look for the Desktop icon and 
double-click on it. About halfway down the dialogue box that pops up, you'll 
find the Screen Saver entry. To the right of “Name”, use the pull-down arrow 
menu to select the name of your new screensaver (for example, Flying Smilees). 
Click on the Test button to the right, to test it out. And if it works, click on the 
OK button. 

You’ve just created a customized Windows screensaver. 


Saving the day 


There’s nothing more irritating than neatly arranging Program Manager 
windows and icons in just the right order and then forgetting to turn on the Save 
on Exit option when you exit Windows. The next time you boot up Windows, 
the fruits of all your efforts will have disappeared as fast as your last paycheque. 
Here’s a quick way to rearrange your Program Manager icons and then have that 
on-screen arrangement permanently saved — without exiting Windows. 

Arrange your windows and icons exactly as you want. Then hold down the 
Shift key as you double-click the tiny “close” icon in Program Manager’s 
uppermost left-hand corner. 

Instead of shutting down Windows, this combination will instruct Windows 
to permanently save your current on-screen arrangement and then allow you to 
continue working away. 


Being productive 


Windows 3.1 users are always coming up with clever ways to make life a 
little easier. Perhaps some of these tips will make your day a little brighter. 


Get a snapshot of your screen 


In DOS, it is possible to print your screen’s contents just by pressing the Print 
Screen button (PrtScn) on your keyboard. In Windows, if you would like to 
capture your entire screen to use in a Windows application, just press 
Alt+PrtScn. 

That action copies your screen’s contents to the clipboard. Remember to 
paste it immediately, before you cut or copy anything else because the 
clipboard clears its current contents whenever something new is copied. 

To capture a DOS graphic while running Windows, double-click the 
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MS-DOS Prompt icon to open a DOS session. Then run the DOS application 
from which you want a snapshot. 

When the desired graphic image is displayed, press Allt+Print Screen. (It 
doesn’t work as well with text screens.) 

Press Alt+Tab to return to Windows and then start Paintbrush or another 
graphics program, into which you can Paste the captured image. 


Good housekeeping 

Many Windows users have a screen that looks like a mosaic from ancient 
Pompeii. They’ve opened every program group window so they can get to their 
frequently used programs quickly. But the windows havo to be tiny to fit on the 
screen and they sometimes accidentally get closed. 

Good housekeeping would see you pul coples of all the icons you use 
regularly in a single window. 

Go to the File menu and select New. Mako sure Program Group is selected in 
the dialogue box and click on OK. In the next box, type in the name of your new 
window (“Most Used Programs” or “Hot Stuff", for oxample) and hit OK. 

The new group will appear on your screen, Open each of your other groups 
and, holding down the Ctrl key, drag the icons for your frequently used 
programs to the new program group. Copies of the icons will appear in the new 
window. After you’ve made copies of all the launch icons you want, you can 
close up all windows except the new one. Now you can launch all your 
favourite programs from a single, neat window. 


Shortcuts 


Who among us can honestly say that a new shortcut is not a pleasant sight? 
Keyboard magic 

For the many computer users who believe keyboard shortcuts are quicker 
than using a mouse, here are three suggestions: 

¢ To minimize Program Manager within Windows, Press Alt+space bar+N. 

¢ To restore Program Manager, use Alt+space bar+R. 

¢ To quickly exit Windows, try Alt+space bar+C. This closes all open 
applications, and then Windows itself. 


One command fits all 


This “universal cut ’n’ paste” command works in any Windows 3.1 program, 
most DOS wordprocessing or related programs and some in Windows 95. 

To cut highlighted text, simply hold down the Shift key and Delete. To paste 
that text in elsewhere, use the Shift-Insert combination. 


2 . 4 
Finding lost windows 


There’s nothing more vexing than suddenly finding that an open application 
window has disappeared — usually having been nudged outside the edge of the 
visible Windows desktop. 

To find it, simply minimize any remaining open windows. Then either 
double-click on the open desktop space or press the Ctrl and Esc keys. Either 
operation will open the “Task List” dialogue box. Click on the dialogue box’s 
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Tile button and the missing application window will pop back into view. 
Open, says me 

Don’t you hate files buried in sub-sub-subdirectories? To get to them in File 
Manager, you have to open up each directory layer one at a time. 

Unless you know the “Open Sesame” of expert Windows navigators. 

Just click once on the drive in File Manager (or on the directory if you know 
which one contains the file). Hold down Ctrl and press the asterisk (*) key on 
your numeric keypad. All your subdirectories are magically opened up at once. 

To close them all, select your drive or top directory again and hit the minus 
(-) key on the keypad. 


Oh the games people play, now. Every night and every day, now. Never 
knowin’ what they’ll find, now... 


The secret little man in your computer 


Can you find the little man in your computer? 

Open Windows. Hold down the Control and Shift keys simultaneously and 
go to Help... About Program Manager. Still holding down the Control and Shift 
keys, double-click on the Windows logo, and then click on OK. 

Do it twice and the Microsoft Windows flag appears. Do it three times and a 
bearded little man will pop up, ready to give you a list of the developers who 
worked long, hard hours to insert hidden goodies like this. 

You can perform this trick in other Windows applications besides Program 
Manager. 

There are other characters who appear — including Bill Gates. After you see 
the bearded little programmer, just keep going. You should come across three 
more images. 


Show off your psychic powers 

Now you can finally beat Minesweeper. 

From the File Manager, open Control Panel, then Desktop. Change your 
wallpaper setting to None, then exit Desktop and open Color. Change your 
desktop colour to black. After you’ve saved that setting, minimize all your other 
program groups and open up Minesweeper. 

Type XYZZY, press Enter, then press Shift. A tiny white dot will appear 
somewhere on your screen, probably in the upper left corner. 

Now, slowly pass the mouse pointer over Minesweeper’s playing grid. If the 
dot disappears, there’s a mine hidden under that square. Flag it with the right 
mouse button and keep hunting. When all the mines are flagged, start 
uncovering the other squares. 

Not only will you win, but you'll get a fantastic time, since the counter 
doesn’t start until you uncover your first square. 


Cheat on yourself at Solitaire 


This trick is for players who use the “Draw Three” option. Since the draw 
cards are dealt in threes, it frequently happens that the card you need is buried 
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under a card you can’t use. 

End your frustration by using this cheat: Hold down Shift, Ctrl and Alt. Keep 
holding them down, and click again on the draw pile. This forces the game to 
flip the cards one at a time, instead of in threes. 

If you keep holding down those three keys, you'll have access to every card in 
the draw pile. 


‘are 


Even games can contain Cheap Tricks and Easter Eggs. Here are a few, 
starting with a game that contains a hidden...er...game. 


Wing Commander IV for PCs 

Start a new game. Hit the Esc key to bypass the movie if you like. Fly the 
first mission and land at Bluepoint Station. Click the shuttle to start the 
second half of the introduction. Hit Esc to bypass the movie again. Click on 
the Main Terminal. While the text is scrolling, type the word “animal”. This 
will start AnimalGump, an oldtime Unix game. 


SimTower 


Start a new game in SimTower but hold down the Ctrl key while you’re 
building your lobby. You'll get a two-storey lobby. Hold down both the Ctrl 
and Shift keys while building the lobby and it'll be a three-storey job, with 
colossal escalators and stairs to fit. 


Quake 


Enter Episode 4 from the usual starting place. Jump in the pool and turn 
around 180 degrees. Go to the left corner of the pool and then drop through 
| the bottom. You’ll find yourself on a wooden beam, which you should 
follow around. Go through the hallway as if you were heading for the 
Nightmare gate and shoot the glowing skulls picture. You will get a secret 
message about the Well of Wishes. Jump to Episode 2 and find the Well of 
Wishes and a surprise. 

Journeyman Project 2: Buried in Time 

Go to Leonardo da Vinci’s time period. Unlock the door to the balcony 
with the key found in the keyhole. Hold down the Ctrl key (Option key ona 
Macintosh) while you go through the door. The enemy agent will dance 
; and moonwalk until you release the Ctrl key. 
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Batch files. Some PC users live and die by them. Others don’t have a clue a 


what they’re about. 

Creating batch files is a bit like programming — but don’t let that scare you. . 
They are about the easiest programs you can create. 

A batch file is simply a bunch of DOS commands strung together for your - 
computer to follow in order. For example, it could consist of these three lines of 
basic DOS commands: 

C: 

COPY \FUNSTUFF\*.* A: 

DIR A: 


When this file is called upon, the computer will follow the directions to go to © 


the C drive, copy all the files from a directory called FUNSTUFF to the A drive, 
and show you the directory on the A drive. 


If this batch file is called FUNCOPY.BAT — it must end in .BAT — it would 


be set in motion by the command FUNCOPY. 


This is a pretty limited batch file, but you’ll see later how the concept can be : 


used to pull off some nifty tricks. 

You can create a batch file in several ways. You can type it with most word 
processors. Just be sure to put each command ona separate line and save the file 
with the .BAT extension. To make sure any hidden formatting codes don’t 
interfere, save the file as an ASCII Text file. 

Another way to create a PC batch file is with the EDIT program provided with 
recent versions of DOS or with the EDLIN program in older versions. Check 
your manual or online help if you’re not sure how to use it. 


Find your files 


A nifty batch file to locate files on your hard drive consists of no two lines. 

@ECHO OFF 

ATTRIB \%1 /S 

Here’s another approach to the same problem expressed in a single line: 

CHKDSK /v | FIND /I “%1” 

Save it as FINDFILE.BAT. To use it, just type FINDFILE.BAT FILENAME, 
using the name of the file you’re looking for. 

Incidentally, that vertical line or “pipe” in the middle of the line may be 
represented by a broken vertical line, usually in the shift position of the 
backslash key, on your keyboard. _ 


Create your own file searcher 


Here’s how you can create a utility to help you find any file on a computer 
running DOS. In fact, it will list every instance of a file with a particular name or 
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part of a name. 
Create the following two-line batch filo and save it as LOCATE.BAT: 
‘@ECHO OFF 
~ ATTRIB \%1 /S 
Suppose you want to find a file called “bobuncle.txt’. You can use your 
newly created program by typing LOCATE BOBUNCLE.TXT. You'll get a list of 
every instance of that file, with directory names. 
Type LOCATE BOB*.* and you'll get the locations of every file beginning 
with “BOB”. 
A batch in time 
When backing up modified Windows 3.1 files to a tape, it might surprise you 
_ just how much time the process spends fooling with 386spart.par, a temporary 
Windows swap file that doesn’t need to be backed up. 
‘You can shorten tape back-up times (and tape space) considerably with the 
- following batch file: 
@echo off 
C: 
cd\ 
attrib -h -a -s 386spart.par 
cd c:\tape’ 
tape 
cd\ 
attrib +h +a +s 386spart.par 


Random wallpaper 


This batch file, which gives you alternating Windows 3.1 backgrounds, is a 
little more involved than the previous tricks. 
First you have to make a directory called RANDOM with the command MD 
RANDOM, and then place two .BMP files (the files that give you Windows 
wallpaper) in it. Let’s call the files FIRST.BMP and SECOND.BMP (although 
you would obviously use the real names of the two actual Windows .BMP 
wallpaper files you wanted to alternate). Copy the files from your Windows 
directory with commands COPY\WINDOWS\FIRST.BMP RANDOM §$and 
COPY\WINDOWS\ SECOND.BMP RANDOM. 
Next edit your WIN.INI file, found in the Windows directory, to change the 
Wallpaper line to WALLPAPER = C:\RANDOM\RANDOM.BMP. Best to do this 
with a word processor, since the WIN.INI file is quite long. 
Finally create the following batch file and save it as RANDOM.BAT: 
@ECHO OFF 
CLS 
START 
IF NOT EXIST C:\RANDOM\FIRST.BMP GOTO ONE 
IF NOT EXIST C:\RANDOM\SECOND.BMP REN 
C:\RANDOM\RANDOM.BMP SECOND.BMP 

IF EXIST C\RANDOM\FIRST.BMP REN C:\RANDOM\FIRST.BMP 
RANDOM.BMP 

GOTO TWO 
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‘ONE 

REN C:\RANDOM\RANDOM.BMP FIRST.BMP 

REN C:\RANDOM\SECOND.BMP RANDOM.BMP 

:-TWO 

CLS 

C:\WINDOWS\WIN 

CLS 

Now launch Windows and one of your two chosen wallpapers will be the 
background. The next time you enter Windows, you'll find the other wallpaper. 

If you can follow the logic in the batch file here, you can adjust it to allow 
Windows to alternate among more than two different backgrounds. Of course, 
you could just buy a screensaver that offers changing wallpaper, but this more 
fun — and cheaper! ) 


Clever shortcuts 


Shortcuts were not invented with Windows. Ask any seasoned DOS user — 
as long as he or she isn’t too busy discovering new ones! | 


The trick to repeating commands 


How can you make a previously typed DOS command appear at the touch of 
a button? Well, F3 usually does the trick. 


But suppose you want to repeat the command before that. Or recall one that — 


is many commands back. 


With a relatively-recent version of DOS, you can configure your computer so | 


that the up arrow key repeats previous command lines. 
"Just enter the command DOSKEY at the C:\ prompt. Now the up arrow key 
will recall any of your previous commands. 

As a bonus, the F7 key will list all the commands you've typed. 

You can also build on this feature, so you don’t have to type DOSKEY every 
computing session. You just have to edit your AUTOEXEC.BAT file. Edit this 
file that already exists on your hard drive just as you would any other batch file. 
(See preceeding section.) 

Cursor down to the bottom of the file and type in a new line: 
C:\DOS\DOSKEY 

Save the amended AUTOEXEC.BAT file and restart your PC. 

Now the up arrow and F7 keys will work their magic every time you use your 
computer — as long as you leave that new line in the AUTOEXEC.BAT file. 


Can't find the star? 
If you always have to pause to remember where the asterisk key is located 

when executing the famous *.* DOS command, this is the trick for you. 

Replace *.* with a period, and all those commands will work just the same, 
with less typing! | 

For example, to delete all files in a directory, type “DEL.” and press Enter, 
and to copy all files in a directory to your A drive, type “COPY. A:”, then press 
Enter. 

It’s quick, and it’s easy to remember, too. 
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Going back 

Whether you still work in DOS, or you just have to use the MS-DOS Prompt 
in Windows occasionally, here's a trick to help you negotiate the directories 
faster. 

Suppose you're in the sub-sub-sub directory C:\Database\Friends 
\Xmascard\Deathret and you want to return to Friends. Just type “cd...”. The 
number of periods indicates the number of subdirectories to go back, including 
a period for the current subdirectory. 


Of course I do! 


Something that can grate on your nerves after a while is the annoying “Do 
you want to overwrite ...” question when you're copying a file to a directory that 
contains a file of the same name. If you’re perfectly confident in your own 
infallibility, you can get rid of the nagging hen once and for all. 

In your AUTOEXEC.BAT, enter the line “SET COPYCMD=/Y” (without the 
quotes, of course) and you won’t be asked that question again. 


Productive keystrokes 


Maybe DOS users were too busy being productive to really appreciate the fun 
Windows users were having. Hmm. Is that why they’re so employable? 


The secret of undeleting 


You know ‘’: >t when you delete files in error, the UNDELETE command can 


often recove: 't gives you a choice of recently deleted files — minus the 


first letters ot i. aames which you have to remember and add back. 

But did you know that by putting the phrase UNDELETE /S in the 
AUTOEXEC.BAT file, you can make the computer henceforth return the full 
names of recoverable files? The computer stores names of deleted files in a 
secret place from which they can be recalled if this function is active. 
Super-quick re-formatting 

Formatting disks is a drag — sitting there watching the percentages gradually 
increasing. Here’s a trick to speed up the process dramatically when you are 
formatting a disk which had previously been formatted. 

With the command FORMAT /Q, a 50-second formatting job is knocked 
down to about 10 seconds. 

Not fast enough? Try FORMAT /Q/U. Now you're down to two or three 
seconds. 


interesting asides 


There is always something new to be discovered in computerdom, which 
perhaps explains why late-night discoveries by users are far more interesting 
than software developers’ manuals. 

Keep 'em out of your files 


I'riends and foes will have a hard time getting into your DOS files if they 
don’t know the true filenames. 
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Select a file you want to protect and rename it with the REN command. 
While doing this, make one of the characters a blank by holding down the Alt 
key and typing 255 on the numeric keypad (not on the numbered keys along the 
top of the keyboard). Put the blank at the end of the filename, so the blank won’t 
be evident. 

The invisible Alt-255 character is now part of the Sigwanié unknown to 
anyone else. 

You can also protect an entire directory by using Alt-255 while naming the 
directory. 


Undercover files exposed 


If you're using DOS version 5 or higher, you can find out if anyone’s been 
hiding files on your hard drive. 
Type a comma immediately after the directory command (DIR), like this: 
DIR,. 
After you press Enter, you'll get a listing of all files and subdirectories in that 
directory, including hidden ones, like IO.SYS and MSDOS.SYS. 
Who knows what you might turn up? 


Colour your non-Windows world 


Many users know they can change the way DOS prompts them. For example, 
after issuing the command PROMPT $P$G, the lonely “C:” prompt is converted 
to “C:\name ”, in which “name” is the name of the directory you are in. 

Your DOS manual lists more variations of the prompt command to get other | 
effects. But one that is not in the manuals, at least not directly, is the trick for 
adding colours to your DOS screen. 

You have to use what are called ANSI escape codes. 

But first you have to make sure the ANSI driver is installed. The ANSI driver 
comes with DOS and is probably sitting in one of your directories. 

Enter the command TYPE CONFIG.SYS. See if the lines that appear on your 
screen include a line like: DEVICE = C:\DOS\ANSI.SYS 

If so, you're okay. If not, then you have to add it to the config.sys file. You can 
edit the config.sys file the same as if it were a batch file. This example assumes 
your ansi.sys file is in the DOS directory. If it’s in a different directory, replace 
the word “DOS” in this line with the name of the directory. 

Now, at the prompt, you can enter the following command, making sure to 
get all the characters right (the case is unimportant): 

PROMPT $e[1;34m $p$e[5;31m $g$e[0;36m 

Hit return and your next DOS prompt is multi-coloured. 

Experiment with the numbers in this command, using numerals 30 to 37, 
until you get the colour combination you like. 

You can add this command to your autoexec.bat file (type EDIT 
AUTOEXEC.BAT to begin editing the file) if you would like these colours to be 
used whenever your computer is turned on. 
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On the cheap 


Often, the best workarounds are those that cost you next to nothing. A little 
ingenuity goes a long way. 
Scanning without a scanner 


If you need to incorporate a photograph or any graphic image into your 
wordprocessing program, don’t have access to a scanner but do have a fax 
modem, then you're in luck. 

Simply fax the photograph from a regular fax machine to your computer's fax 
modem. Use fax software like Winfax to enhance and save the image, import it 
into your word processor, and there it is! 

Some experimentation may be necessary with the particular software you 
use, but it might just save you the cost of buying a scanner. 


For hosers only 


This nifty little idea is useful for scientific types who have extra hose bits 
lying about. Use a four-inch piece of Bunsen burner hose to start adaptor card 
screws. Insert the screw head into one end of the hose, and you’ve created a 
small handle on the screw. 


Almost-free second line ‘ 


It’s almost as good as having a second phone line, but following this tip for 
receiving faxes or modem calls costs a lot less. 

First get Bell Canada’s call identification service. This gives you a second 
number on the same line with a distinctive ring. 

Also buy from Bell a ring selector and set it to select the second number. Plug 
a dual outlet or splitter into a phone outlet jack and put one line from the splitter 
in series (or inline) with the ring selector to your computer or stand-alone fax 
machine. Now your computer or fax machine will answer only your second 
number, which is the one you give out as your fax or modem number. 

Plug your voice phone straight into the other outlet in the splitter. It will ring 
through on both numbers but you only answer the regular ring, not the ring-ring 
of the second number, which your fax or modem software will answer if you 
have set them to receive. 


Low blow 
Ever get vertical lines running through faxes you send manually? They may 
be caused by correction ink or other debris getting caught on the sensitive parts 


inside the machine. So before taking the fax machine to a repair shop, get down 
on your knees and blow as hard as you can into the part of the machine where 
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the paper comes out. 
It this sounds too kinky or you're short of breath, you can also try spraying it 


with a can of compressed air. | 
Half the time, these actions will clean up your faxes. 


Useful tidbits 


Quick conversion to decimal 


Many programs have a built-in calculator for converting fractions to 
decimals, though it’s not exactly advertised as such. 

It’s the tabbing function. You simply set a tab on the ruler across the top of 
the page and then check the location as given in decimals. 

For example, with WordPerfect, if you want to know the decimal equivalent 
of 2 5/8, you slide a tab marker into place at 2 5/8 inches on the ruler and you'll 
see 2.63 inches displayed in the status bar at the bottom of the screen. This 
figure is rounded off to two decimal places; to get the more precise reading of 
2.625, enter the Tabs dialogue box via the Tools menu. 

Disappearing act 

When temporarily removing information from a document, here’s a unique 
alternative to the traditional cut-and-paste approach. 

In your word processor or spreadsheet program, highlight the text you don’t | 
want to print. Rather than cutting it out, simply change the type’s colour to 
white (or whatever colour your paper might be). When the document is printed, 
that section will be invisible. 

Use this trick to keep sections of a document confidential if others will view 
it — for example, personal financial information on a spreadsheet or to add 
information to the bottom of a page you've already printed. 


Fast disk fix 


Sometimes the simplest tips are the most useful. Whenever a diskette fails to 
work properly — giving that dreaded “Abort, Retry, Fail?” message when 
running DOS — just take the disk out of the drive, move the metal slide cover 
back and forth a couple of times, give the metal disk in the centre a full turn and 
try the disk again. Nine times out of 10, the disk will be fine. 
Zip-a-dee-doo-dah 

If you use the shareware program PKZIP to compress and expand files, you 
may be frustrated to find that the resulting files don’t always end up where you 
want them. 

Here’s a method for controlling the process, using Windows 3.1. 

To expand a zipped (compressed file with a “.ZIP” extension) file, first use 
File Manager to move the file into the directory in which you want the 
expanded file to appear. Then highlight the file and pull down the File menu, 
select Associate With, click on Browse and find PKUNZIP. EXE. 

When the association is completed, double-click on the zipped file. It is 
automatically expanded and the larger file placed in the same directory. 

You won't have to go through the whole association process for .ZIP files you 
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encounter in the future if you’ve adopted this method. The computer will know 
they are to be unzipped when you click on them. 

You can use the same process for zipping (compressing) files. You can 
associate all your Ami Pro wordprocessing files ending in “.SAM” with PKzip, 
for example, so when you double-click on them they will automatically be 
zipped and deposited in the same directory. 

However, if you want to open any .SAM files for further word processing, 
you will no longer be able to do so by clicking on them because that will just zip 
them: So you may want to re-associate your files with their original programs 
after each zipping session. 


Relieved of duty 


Microsoft Office 97 users probably know that the Outlook module doesn’t 
just sit around looking pretty. Even when not directly called upon, it keeps busy . 
doing things like logging files you’ve opened in any of the Office applications 
and making note of them in its journal. That is all well and good but, in addition 
to snooping around, Little Brother levies a tax for its efforts. 

All this logging and scribbling slows down file access speed in any program 
that Outlook has been assigned to watch. You can relieve it of its duties for any 
program you choose by opening Outlook and navigating in the menu to Tools, 
Options, Journal, then removing the check mark beside the application that 
requires more speed. 


Counting beans 


Lotus-like calculations 


Lotus users are sometimes frustrated by the differences between Excel and 
Lotus 1-2-3. This is an easy method to correct one of the differences. 

In Lotus, when you enter 2+ 2, the program returns a value of 4. In Excel, 2+2 
is recognized as a label and not a formula, so you must enter =2+2 to get 4. 

Here’s the fix: Go to the Tools menu and select Options. Choose Transition, 
then click on the box beside Transition Formula Entry. Click on OK. You can 
now enter formulas into that spreadsheet without having to precede them with 
the = sign. 

This does not change the default however. If you want this action activated 
in all your worksheets, you must create a new default startup workbook — with 
this action selected, as well as any other preferences you have — and save it as 
BOOK.XLT in the XLSTART folder, which is in the folder where you installed 
either Excel or Microsoft Office. 


Clever printing procedures 
Blacker blacks 


Black is black is black, you say? Professionals have long known this isn’t so. 

When you're creating full-colour jobs to be output on film and printed by 
presses, you can get denser blacks if you don’t colour objects with just 
100-percent black. Add in small percentages of the other process colours. 

‘he additional colours won’t be noticeable to the naked eye because the 
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black will cover them, but they'll help fill in the minute gaps in the black ink so 
that the eye will notice that the black seems more solid. | 

A standard trick of professionals is to put a little red or magenta, say 5 
percent, behind black. The result is a warmer, richer black. Five percent cyan 
can make your black cooler and crisper. 


Blacker yet 


For jobs output on a laser printer, you can get better fill on your blacks if you 
use one of the special laser papers produced by manufacturers such as 
Hammermill. 

Another trick is to spray laser printouts with artist’s matte fixative to darken 
the blacks. 


@ @ 
Prestigious Post-its 


If you work in any kind of office setting you probably stick those little yellow 
pieces of gummed paper on all manner of documents, as well on the wall, on the 
phone and maybe even on your computer. 

By personalizing them, you can actually use them to impress other people. 

You need a laser printer that pulls paper smoothly through its innards and 
almost any kind of software that prints words or graphics. 

Take an ordinary sheet of paper and cover it with rows of stickies, with the 
adhesive ends all pointing in the same direction. Make sure they are all firmly 
pressed down. 

With your software, lay out a page so the words or graphics will fall on the 
paper where the stickies are. Perhaps a company logo and “From the desk of 
John Smith” across the top of each Post-It. 

Load the stickies-covered sheet into the printer, so the gummed ends go in 
first. The result, after printing, should be a handful of Post-Its that you'll be 
proud to use to send messages. 


Print up your own decals 


You can easily make decals to decorate model cars or planes, label the jacks 
and connectors on your equipment, or apply to hundreds of other items for 
identification using this simple but ingenious trick. 

You need a laser or inkjet printer 
and the following supplies: a ee 

* Clear tape (with non-shiny 
finish if you’re using an inkjet). 

¢ Printing paper. 

¢ Paper with a non-stick surface 
on one side, such as the shiny paper 
that mailing or disk labels come on. 

¢ Scissors. 

First, print the message or 
graphic you want onto a sheet of 
paper. Then cover the print with a small piece of non-stick paper — non-sticky 
surface facing up. Use a piece of tape larger than the non-stick paper and apply 
it so that it covers the non-stick paper and fastens to the printed paper around it. 
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Place thé whole works back in your printer, so that it lines up the same as the 
original paper sheet. Print again. 

Now you should have the same message or graphic printed on the tape. 

If you used an inkjet, give it a few minutes to dry. Then cover the print over 
with another piece of tape. Remove bubbles by burnishing with your fingernail. 

With the scissors, cut the message or graphic to size. It should fall off the 
printed paper and you can peel off the non-stick paper. 

Now your personal decal can be applied to almost any hard surface. 
Triple ribbon’s life 

Use this trick to prolong ribbon life for dot-matrix printers. 

Examine a tired ribbon. You'll notice the area where the print head strikes its 
surface is faded — not because it’s out of ink, but because the lubricant in the 
ink is exhausted. 

What to do? Carefully, pry the ribbon cartridge open. Don’t spill out the 
carefully folded ribbon inside. (If you do, simply toss it — you'll never get it 
back in place properly). Take a can of WD-40 and, from a distance of about a 
foot, lightly spray the ribbon. Don’t use the tube that comes with the can — the 
spray focus is too narrow. This operation will both restore missing lubricant 
and force existing lubricant to spread to the faded section. 

Replace the cartridge cover, taking care not to pinch the ribbon or to allow it 
to hop out of its path around the cartridge’s various internal rollers. Place the 
cartridge on a shelf for a couple of days. Then, use it again. 

You should be able to do this about thrée times before the fabric becomes too 
tired to continue. 


Nuke envelopes to prevent jams 


This clever tip helps you avoid envelope jams on dot matrix, inkjet or laser 
printers which don’t have a special tray for thick paper. 

Take an envelope, put it in the microwave and heat it on power 10 (high) for 
15-20 seconds. It will strengthen the glue that holds the envelope together and 
will avoid the envelope twist which occurs in many tractor feed mechanisms. 


- Cheap thrills 


Multicoloured crayoning 


You can add a colourful new tool to Paintbrush or Paint with this trick for 
Windows 3.1 or Win 95. 

First, open the painting program that comes with your version of Windows 
and fill the entire screen with any colour. In a corner, create some overlapping 
shapes, such as circles or squares, in various colours. Then choose the scissors 
tool (either the square or rectangular version) and use it to outline a small area 
within the overlapping shapes. Make sure the ends join if you used the irregular 
scissors. Then place the cursor in the centre of the pattern, hold down the Shift 
key and move the mouse around. You'll leave a trail of colours wherever you 
drag the multicoloured patch. The effect is like that of using a handful of 
crayons at once. 

You can get different effects by starting with different overlapping shapes 
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Home and Office 


and by varying the speed with which you drag the “crayons”. 


Will Mom get the message? 

In the Microsoft Office (version 4.2/3) shortcut bar, click on the design in the 
upper left to bring down a menu. Select About Microsoft Office. Hold down the 
Ctrl key and double-click the graphic in the left corner. The text in the middle of 
the window becomes a “Hi Mom” note. 

Some users find that, before using Ctrl and double-click, they have to hit 
Shift and double-click to bring up a Word splash screen. They get rid of it by 
clicking and then trying Ctrl and double-click. 


Awesome flight 

Here’s one of the most awesome Easter Eggs we’ve seen. 

With a new worksheet open in Microsoft Excel 97, press the F5 key and hit 
Enter or Return. Type “X97:L97” and hit Enter. Press the Tab key. Hold Ctrl and 
Shift. Now click on the Chart Wizard toolbar button. 

You'll enter a cool flight mode around the developer credits. Use the mouse 
to fly over the terrain. The left button makes you go forward, the right button is 
for reverse. 


In hiding 

While in PowerPoint 97, go to Help, and then About. 

Hold down Ctrl, Alt and Shift and left-double-click the middle of the 
dividing bar of the About box several times. You'll be rewarded with a small 
animation. 

To see the credits, simply click on the PowerPoint icon in the About box. 
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Grab images off the Web 

When viewing images on World Wide Web sites, you can easily download 
the photos or artwork onto your hard drive. 

Place your mouse pointer over the image and right-click. A menu will pop up 
with several options. Choose “Save As” and then a location for the image, and 
the file will be waiting for you when you exit your browser. 

The file will likely be saved as either a GIF or JPG file which can be opened 
and revised by image-editing programs like Photoshop and Photo-Paint. 


Bookmark now, visit later 


Surfing the Web is a time-consuming pursuit. So many links, so little time. 

When you're busy on the Web doing real work, you don’t have to stop and 
visit each intriguing link you come across just to bookmark it. Whether you’re 
using Netscape Navigator or Microsoft Internet Explorer, you can save the URL 
(the Web site address) with just a few mouse clicks. 

Right-click on the link and a window will pop up. Navigator users can 
choose “Add bookmark for this link”, while Explorer users can “Add to 
favorites”. ; 

Later on, when you have some time to waste, just pull down your Bookmarks 
or Favorites and visit the sites that earlier caught your eye. 


Nifty home page from bookmark 


Here’s a nifty way to create a home page/bookmark site right on your hard 
drive. Netscape (all versions, including Communicator) keeps bookmarks as 
HTML file on your hard drive. You can customize it any way you please using 
either Netscape’s Composer or any HTML editor, then save it under a new name. 

The file you want to start with is found in the Users folder, which is usually 
tucked inside the Netscape folder which is, in turn, usually in Program Files. 

It is important that it be given a new name (even a cheesy one like 
“bookmark2.htm1”), because overwriting the “bookmark.html” file will cause 
you to lose all your bookmark folders when you open Netscape. 

Merely decorating the barren “bookmark.html” file is not particularly 
inspiring. What you can do with it is where the beauty of the trick lies. Make 
sure it is saved in the same directory as the original, then load it up with all the 
links you would like to have on hand when you log onto the Internet. Go one 
better and set it as your Home Page (under Preferences). 


Keyboard shortcuts on the Web 

Net surfers who still prefer keyboard shortcuts to mouse clicks for getting 
around quickly in the newer versions of Navigator and Internet Explorer Web 
browsers will love these. They work in version 3 and 4 of both. 

Ctrl + L (or O) gives you the option of opening a new URL 

Ctrl + N brings up a new window 
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Ctrl + B pops up a window to organize your Favorites or Bookmarks 

Ctrl + R reloads the page 

Alt + Left Arrow takes you back one page 

Alt + Right Arrow goes forward one page 

Ctrl + U displays page source (Netscape 4 only) 

Ctrl + I displays page info (Netscape 4 only) 

Ctrl + T and Ctrl + M may display mail options, depending on your setup. 


Trace the route a message takes 

Ever wonder to what lengths your message has to go to retrieve a requested 
page on the Web? 

Here’s a way-cool cheap trick that lets Windows 95 users trace the route from 


their Internet providers to the site in question, showing every computer 


checkpoint along the way. 
Windows 95 comes with a largely undocumented Trace Route program, 
accessed from a DOS window. 


While connected to the Internet, open a DOS window (Start, Programs, © 


MS-DOS Prompt). While in the Windows directory, type “tracert” (without the 
quotation marks), then hit the Enter key to reveal the list of commands 
available. You're still at the Windows prompt, so go ahead and type “tracert” 
(not the quotes) followed by a space and the address of any site on the Web, then 
hit the Enter key. 

Sit back and marvel at how many (or how few) computers hand the 
information down the line before it reaches your desktop. 


State of your connection 


Windows 95 users can also discover just what servers they’re connected to 
while on the Web by invoking a “netstat” command from DOS. 

While connected to the Internet, go to DOS. You should automatically be in 
the Windows directory. Type “netstat” (without the quotes) and up will pop a 
list that shows the servers you are connected to and the state of the connection. 


Earth-shaking Web browser 


Open Internet Explorer 4 and go to About Internet Explorer in the Help menu. 
Hold down the Ctrl key while dragging the “e” logo onto the picture of the 
world. Release Ctrl. Hold down Ctrl again and drag the “e” over the text 
“Microsoft Internet Explorer 4.0” until it slides out of view, revealing an Unlock 
button. Click on the Unlock button. 

The picture of the world will start to shake. Hold down Ctrl once more and 
drag the “e” onto the shaking world and drop it there. | 

What happens next isn’t exactly earth-shaking, but it’s cool. 

A new name for a new game 

You can rename Internet Explorer 4’s title bar if you’re brave enough to 
tamper with the Registry. (For cautions and instructions about entering this dire 
domain, see “Wrestling with the Registry” in the Windows 95 chapter.) 

To do it, find the HKEY LOCAL MACHINE directory and click on the + key 
to the left of it. In the list that drops down, find SOFTWARE and click the + to 
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the left of it. Scroll down through the list that drops down and find Microsoft. 
Click on its associated + sign and look for Internet Explorer. In the list that 
drops down from Internet Explorer, find Main and highlight it. 

In the panel at the right, you'll see listings of various JE4 components. 

Click on Window Title to highlight it, then right-click to bring up an options 
(lyout. Choose Modify and a dialogue box containing the title now in effect will 
pop up. Type your changes, click OK and exit the Registry, satisfied that the 
nasty deed’s been done. 

If, by chance, Window Title was not on the list (and IE4 really had nothing in 
the title bar), you could put one there by choosing New and String Value from 
the Edit menu while Main is highlighted. 

Stopping annoying animation 

Landing on a Web page that’s littered with annoying animations doesn’t 
mean you’re doomed to animation hell. And backing out of the page is not the 
_ only relief. If you can stand it long enough for the page to finish loading, press 
the Esc key or click the Stop button on the page and they’ll stay still. To get em 
up and dancing again, reload the page. 


Tame unnatural desires 


The HyperTerminal included with Windows 95 can be rather unfriendly 
when you find yourself attempting to dial locally between two different area 
codes such as 905 to 416. But there is a way to tame the savage beast. 

_ After entering the application, typing in the name of your dialing session and 
selecting an icon (Oh? No trip around the moon, too?), click OK. In the next 
panel to appear, enter the phone number your're dialing, with the area code (but 
not 1) included. Click OK, then choose the Modify button in the Connect 
dialogue that follows. You’ll be taken to a Properties dialogue. Uncheck “Use 
country code and area code” at the bottom of the dialogue box. The entry boxes 
for “Country code” and “Area code” will become greyed out. Click OK and 
you're all set, no longer defaulting to a long-distance call. 

Save the session so you don’t have to go through this procedure again. 


Let no 1 go before 


Dialing into the 905 area code from a 416 exchange (or vice versa) is a 
problem for Windows 95’s Dial-Up Networking default routine because it 
automatically dials one (1) before the number. You can find relief by clicking 
the Dial Properties... button in the “Connect To” dialogue box. 

Under “How I dial from this location”, check the “Dial using Calling Card” 
option, then click on the Change button. Next, click New and enter a name 
(local, for instance) in the “Create New Calling Card” dialogue box and click 
OK. You are returned to the “Change Calling Card” dialogue box. Click the 
Advanced button. In the “Dialing Rules” dialogue, under “Calls within the same 
area code”, type G. For “Long distance calls” type FG. For “International calls” 
type 011EFG. Click the Close or OK buttons until you are all the way out and 
Windows 95 will no longer dial the 1 before your local number. 
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Professional typesetters and designers can usually tell by looking at a piece 
of printed work whether it was created by one of their own kind or by a lowly 
pretender with a desktop publishing program. 

Here are some telltale signs of amateurishness to avoid: : 

¢ When you centre text, as in a headline or title, above or within a column of 
flush-left (ragged right) text, don’t use the program’s centering command. The 
command will place it precisely in the centre but it will look too far right. 
Instead, make the line flush left and move it towards the centre by tabs or spaces © 
until it looks centred. 

¢ Don’t use the hyphen key for dashes. A hyphen is used to create a two-part 
word as in this sentence. An em dash is longer and sometimes joins parts of a 
sentence — sort of a compromise between a comma and a full stop. Depending 
on your software and computer, you can get a genuine dash with a combination 
of keys. In many Windows programs, for example, you can use the Ctrl and 
equals (=) keys to get an en dash (-) which is longer than a hyphen and shorter 
than an em dash (—). The en dash is often used to express ranges, as in 5-9 p.m. 
Or Jan. 25-26. To get the more common em dash, try throwing in the Shift key. 
Some programs also turn two hyphens into an em dash. 

In all Windows programs, holding the Alt key while entering 0150 on the 
numeric keypad will produce an en dash; Alt+0151 produces the em dash. 

¢ Don’t get caught passing off your keyboard’s inch and foot symbols as an 
apostrophe or single quote (‘ ’) and double (“ ”) quotes. Again you need a 
combination of keys, depending on the computer and software, to get the 
genuine article. The keys to experiment with this time are the Ctrl, Shift and 
square brackets ([ ]). 


Drawing and illustration 


The easy way to draw maps 


If you’ve ever had to draw a map, you know hele difficult it is to produce 
exactly parallel lines to represent the sides of streets, especially going around 
curves. 

Here’s an easy method that works in almost any desktop publishing or 
drawing program. 

Draw your roads as single lines, giving them thick, black strokes. When you 
are done, select all the lines and make a second copy of them. While this second 
set of roads is still selected, give them white or reverse strokes and make them 
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slightly narrower (say 8 points if the black lines are 12 points). Place the white 
lines on top and in the middle of the black lines. 

You then have a network of perfectly symmetrical roads on which you can 
place street names. 


Making innies and outies 

Every new piece of software seems to be trying to create the impression of 

three dimensions on computer screens. This trend to 3D is reflected in every- 
thing related to computers these days. 

v But 3D is just an illusion and some of the tricks 

that the pros use can be applied by anyone — 

whether in a page layout program, on the Web orina 

database design. 

To illustrate the effect, open a draw program and 
draw two identical boxes, placing them side by side. 
Outline the first box with a light line on the top and 
to the left and with a dark line on the bottom and 
right. Switch the lines around for the second box. 
This makes the first box appear to project, while the 
other box seems to be pressed in. 

Why does a simple change in shading have such 
an effect? The theory is that our brains learned long 
ago that light usually comes from above. So if the 
light catches the top of something, the object is most 
likely projecting outwards. A shadow below seems 
to clinch this interpretation. If the light hits the bottom edge, it must be catching 
a lip that sticks out and a shadow at the top indicates an overhang. 


Page layout 


A flower for Augustine 
In pre-Adobe versions of PageMaker (when it was owned by Aldus Corp.), 


pulling down the Help menu and clicking on About PageMaker usually 
produces a picture of the old man Aldus. 

In version 5, if you hold down Control and Shift simultaneously (and keep 
holding them down), then pull down the Help menu and click on About 
PageMaker, you’ll uncover a pink peony memorial to Augustine Chan, with the 
dates 1950-1992. Seems that the memorial didn’t survive the transition to 
Adobe. In version 6.5, clicking the Adobe logo on the splash screen in the About 
PageMaker dialogue will trigger your Internet browser and dial-up mechanism, 
taking you directly to Adobe’s Web site. 

A variation on this manoeuver can provide some potentially-useful 
information. Carry out the same operation, substituting the Ctrl key for the Shift 
koy and you'll be presented with a scrollable list of the components you have 
Installed with PageMaker — components such as additions, filters and 
languages. In version 6.5, hold down either the Ctrl key or Ctrl and Alt together 
while simultaneously selecting About PageMaker to see the list. 
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One use for this feature is to check whether you have a suitable filter 
installed when you’ve been given a text file to place in a PageMaker publication. 


Aliens blasted my work! 


A drawback of using a computer instead of pen and paper is that you lose the 
great sensation of crumpling up piece of paper when you don’t like what you’ve 
done. But here’s a substitute in QuarkXPress 3.32. 

Select whatever text or graphic you want to delete, then hold down Shift, 
Ctrl and Alt keys, and press K. A little alien comes out and blasts away the 
offending item. - 


Wrapping text around text 

If you like to use callouts in your page designs, you are probably frustrated by 
PageMaker’s inability to wrap text around text blocks. (Callouts are those few 
lines of text that are pulled out of context to highlight a significant point — or to 
artfully fill some extra space!) 

Here’s a runaround for a wraparound: Select the callout with the pointer tool 
and group it. Yes, you can group a single item. Then select the grouped text and 
go to Text Wrap to set the dimensions the same as you would to wrap text 
around a graphic. 

Should you wish to remove the wrap later, just ungroup the text block. 


Find hidden spaces 


Let’s say you’re laying out a booklet in Corel Ventura and some of your 
headings don’t look quite centred to you, even though you specified centre in 
the tag. Sometimes, you may be right, because a space or two might have 
inadvertently been typed at the beginning or end of the line. 

In a publication the size of a book or booklet, going through each heading 
and manually checking for dead spaces is rather painstaking. An easier way to 
check the integrity of the individual headings is to generate a table of contents, 
even if you don’t plan on using one. 

Because Ventura generates its TOC through a hierarchial display of tags (i.e., 
chapter titles, section headings, etc.), which it dumps into an unformatted 
line-by-line list with the corresponding page number beside each item, you can 
choose the suspect tags and have Ventura quickly produce and display the list. 

Check down the left margin of the list. If it appears ragged, then there are 
empty spaces before the text in some headings. If there is space between the 
heading and its page number, there’s space after. 

Make a quick note of the offending headings and their page numbers, then go 
to each one using the Go To command. 


Working with photos/bitmaps 


Honey, I fried the cat... 


This trick isn’t really about working in a photo editing program. It’s for the 
few moments between jobs when you get to unwind. 

The top of the Photoshop 4.0 toolbar has a small graphic. Click on it and 
you'll get the splash screen for the program. Wait a few seconds and the credits 
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will start to scroll. You can speed up the scrolling by 
either hitting Alt a number a times. When you reach 
the end, you'll find a special thanks to you (or 
whoever registered the program). 

But if, when you click on the toolbar image, you 
also hold down the Alt key, you will get the Big 
Electric Cat graphic on the splash screen. Click on 
the screen to return to Photoshop. 


Dress 'em up, then take 'em out 


Always use a photo editing program like Adobe Photoshop or Corel Photo- 
Paint to make images road ready. Determine a bitmap’s exact dimensions, 
resolution and rotation before it is imported into a page-layout program. 

Your printer will thank you for not needlessly taxing its memory. 

Cropping in a page-layout program usually doesn’t lessen the amount of 
information sent to the printer. Neither does scaling down by grabbing a corner 
handle and dragging. And rotating a bitmap in a page layout program means the 
PostScript printer will have to “twist” the image’s pixels in order to deal with it 
— which means wasted time while you listen to the printer groan. 

Photos are resized (and resolution altered) in programs such as Photoshop 
and Photo-Paint by a process known as resampling, which either adds pixels 
(sampling up) or removes them (sampling down), but doesn’t merely distort 
existing pixels by expanding or condensing as would happen if you dragged a 
corner handle to resize. 


Some notes on scanning 


Factors other than physical dimensions contribute to file size — and it starts 
at the scanner. Use the lowest scanning resolution you can get away with to 
ensure a smaller file. If you are printing a grayscale photo on a 600 dpi printer, 
lor instance, scanning at a resolution any higher than 150 dpi is usually 
overkill. 

Don’t scan in colour unless you need it; a grayscale photo takes up much less 
disk space ... The ideal resolution is about 1.5 times the line screen (lpi) you'll 
be using. The default line screen for 600 dpi printers is about 85 ... Reducing an 
image by 50 percent after the scan doubles the resolution; reducing it to 33 per 
cent triples it. 
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Finger savers ies 
Making better underscores 


Most wordprocessors and text editing operations within other programs 
allow little, if any, control over underlining. Usually the underscore ends up 
appearing too thick and too close to the text. 

There are several ways around this limitation. In graphic programs, of 
course, you can simply draw a rule under the text, choosing its thickness and 
placing it as close to the text as you wish. 

Another approach is to type the underscore on a separate line below the text — 
you want to underline. Then you can raise the underscore to immediately 
below the text. How you raise the underscore depends on the abilities of your 
program. 

One way is to raise the line by making it a superscript while retaining its size. 
Alternatively, your software may let you play with the vertical positioning 
attributes of the type to get identical results. 

You can also experiment with the leading of the two lines. 

The underscoring should be done in a font, such as Helvetica, that prints 
such lines unbroken. 


Speed up your typing 

Are there certain phrases you type repeatedly? If your word processor has 
customizable, automatic spelling correction, you can use it to create shortcuts 
for those phrases. 

In WordPerfect 6.1, for example, pull down the Tools menu and select Quick 
Correct. In the Replace field, type in a short two or three letter abbreviation 
representing your phrase — for example, type “yvt” (without the quotes). 

In the With field, type “yours very truly”. Now choose Add Entry and close 
up the window. WordPerfect will now automatically substitute “yours very 
truly” every time you type “yvt.” 


WordPerfect stunts 
Finding the keys to a perfect date 


Today’s date can be inserted in a WordPerfect document by pressing certain 
key commands, assuming that the date is set properly on your computer. 

Here are the commands for several versions of WordPerfect: 

DOS — <Shift> <F5> 1 

5.1/5.2 for Windows — Tools * Date * Text 
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6.0 for Windows — Insert * Date * Date Text 

To change the format for the date, use these sequences: 
DOS — <Shift> <F5> 3 

5.1/5.2 for Windows—Tools * Date * Format 

6-8 for Windows — Insert * Date * Date Format 


Find odd characters 


When searching for an unusual character — perhaps a cents sign or a smiley 

face — some users turn to their Wingdings font, and others just make do. 
“If you’re a WordPerfect (6.1 and above) user, you have an arsenal of 
characters at your disposal, just a keystroke away. 

At any point in your document, press Control-W. The Symbols screen pops 
up. You can now choose from many different symbol sets, including 
Multinational Characters like S, [], “, 4, and — ; Typographic Characters like 
fractions, £,°; and for some fun, Iconic Characters like smiling faces, 
checkmarks and card suits. © 


Word twists 
Quick picks 


You can never have too many timesaving tips. Here are some quick hints for 
Word users. 

¢ To select a single word, double-click anywhere on the word. 

° To select a line, click at the extreme left of the line. 

° To select a sentence, Ctrl-Click anywhere in the sentence. 

¢ To select a paragraph, double-click at the extreme left of the paragraph 
(like the line) or just triple-click anwhere in the paragraph. 

* To select the entire document, triple-click or Ctrl-click at the extreme left 
of the page. 

* To select text/graphics vertically, hold the Alt key while dragging with the 
left mouse button. 


Everything under control 


These tips will work in most word processing programs. We tried them in 
Word 97, and they all worked perfectly. 

Hold down the first key in each pair while pressing the second one. 

¢ Ctrl + Home: takes you to the top of your document. 

¢ Ctrl + End: takes you to the end of your document. 

¢ Ctrl + PageUp: goes to the top of the page (doesn’t change your screen). 

¢ Ctrl + PageDown: goes to bottom of the page (doesn’t change your screen). 

¢ Ctrl + Left-arrow-key: takes you to the next word. 

¢ Ctrl + Right-arrow-key: takes you to the previous word. 

* Ctrl + C: copies any highlighted text. 

¢ Ctrl + X: cuts any highlighted text. 

¢ Shift + Delete: cuts any highlighted text. 

¢ Ctrl + V: pastes text you’ve just cut or copied. 

¢ Shift + Insert: pastes text you’ve just cut or copied. 

° (trl + [: decreases the font size of any highlighted text by one point. 
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* Ctrl + ]: increases the font size of any highlighted text by one point. 
Many of these work with text in other kinds of programs as well, such as 
spreadsheets, databases and page-layout programs. 


Trademark tricks 


Many common symbols are built into Word but are not readily apparent. 
Here are a few that you can get with simple key combinations on a PC: 

¢ ™ (trademark sign) : Hold down Ctrl and Alt and type T. 

° © (copyright sign): Hold down Ctrl and Alt and type C. 2 
° ® (registered sign): Hold down Ctrl and Alt and Type R. al 


Spike this! 


We've all perhaps fallen victim to the limitations of the Windows clipboard 
at least once in our storied careers. You know, cutting a block of text or a graphic 
from one place and, before getting around to pasting it, cutting or copying © 
something else. Blame it on the clipboard, which can hold only one object at a 
time. : 

Users of the latest version of Word aren’t restricted by the clipboard’s 
limitations any longer. Microsoft introduced alternatives in version 7 (or 97, as 
the case may be), the best of them being the Spike. 

To use the Spike, select the text or graphic you want to pick up but instead of 
pressing Ctrl + C to copy or Ctrl + X to cut it to the clipboard, press Ctrl + F3 to 
remove it from its current location and add it to the Spike. Keep going until you 
have all you want to collect, then go to the place you want to deposit it all (either 
at the beginning of a line or somewhere surrounded by spaces), then press Ctrl 
+ Shift + F3. 

This operation empties the Spike’s entire contents in the same place, leaving 
the Spike empty. Not much you can do about pasting everything, but you can 
determine whether the Spike is cleared. If you wish to deposit the contents in 
more than one place without having to go collecting again, type “spike” 
(without the quotes) and then press F3 at each location. 


Quick spacing 

Here’s a timesaving way to change the line spacing in a Word for Windows 
document. 

Simply place your cursor anywhere in the paragraph you wish to alter. Hold 
down the Ctrl button and press 2. Your paragraph is now double-spaced. 

To change it to single-spacing, just hold down Ctrl and press 1. Ctrl-5 for 1.5 
line spacing and Ctrl-0 (zero) to add or remove 12 points of space before a 
paragraph. 


They thought they were helping, we're sure 

Who'd have thought that each time you kick up Word it is to create a new 
document? The programmers at Microsoft, that’s who. That’s why a new blank 
document is staring at you each time you open the program. 

Assuming you have a shortcut to it on your desktop, here’s a cheap and easy 
way to have Word open up each time ready for your command: 

Right-click on the shortcut icon and choose Properties from the popup 
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Inenu. You'll be taken to a Shortcut to Winword Properties dialogue box. Click 
on the Shortcut tab if its not already selected. In the Target field, you'll see the 
path to the Word program. Place your cursor at the end of that string, press the 
spacebar once, then type “/n” (without quotes). Click on OK and you're done. 


Creative time wasters 


Catch a falling head 


As a result of all the attention paid to Word and WordPerfect, Ami Pro users 
‘often feel neglected. But here’s a useless trick which will work only with Ami 
Pro (version 3.0 or higher) and is almost as much fun as the Windows 3.1 
bearded man. 

lirst pull down the Tools menu and select User Setup. When the User Setup 
dialogue box appears, click inside the Initials box and type the following initials 
(in capital letters): GPB. 

Click on OK to close the User Setup dialogue box, and then pull down the 
Help menu and select About Ami Pro. 

Okay, you’re almost ready for the fun to begin. 

Hlold down the Shift, ALT and CTRL keys together. And then without 
releasing these keys, press the function key corresponding to the day of the 
week (with F1 representing Sunday, F2 representing Monday, F3 representing 
‘Tuesday, etc.). 

‘hen, still holding down the Shift, ALT and CTRL keys, type SHANK. 

‘The screen will blank momentarily and then you'll see a multitude of flying 
heads darting around your computer screen. 

It's photos of members of the Ami Pro development team who obviously lost 
their heads creating the program. 

‘or even more useless entertainment, try to catch the flying programmer 
heads with your mouse. 


Game is hidden in word processor 


Iiere’s a cheap trick that many Word 6 users might even be willing to pay a 
(ew cents for. Follow the instructions and you'll discover a hidden game called 
Mind Bender which will help you pass your idle computing moments away, 
especially if you’ve grown tired of Solitaire or Minesweeper. 

Okay, let’s get started. While in Word, pull down the File menu and select 
‘l'emplates. The Document Template dialogue box will pop up. Now click the 
Add button (to the left of the templates list). 

Assuming Word is located on your C: drive, you'll see a Directories listing 
which reads: C:\winword\template. Below it, you'll see a folder icon 
representing the C:\ drive, with the folders below it representing the Winword 
and Template subdirectories. 

\Jsing your mouse, double-click on the Winword folder icon. That will result 
ln a new directories display appearing which lists all the Winword sub- 
directories. The subdirectory you're interested in is Macros (probably about the 
fourth subfolder icon down). 

Now double-click on the Macros folder icon to get a listing of the “dot” files 


We Compute's Little Black Book of Cheap Thichs 49 


in it (displayed in the File Name display on the left). 

Click once on the Macro60.dot file and click on OK. Then click OK again in 
the next dialogue box, to return to the regular document display. 

Okay, we’re not far from the final payoff now. Just pull down the TOOLS 
menu and select Macro (about the 11th choice down). 

You'll see a listing of Macro Names. Using your mouse, click on the bottom 
arrow key of the Macro Names display to browse through the listed file names. 
Keep browsing until you come upon the following magical filename: 
MindBender. ce 

Just double-click on MindBender and you'll discover a delightful Windows 
game, guaranteed to distract you from your wordprocessing chores whenever 
you wish. Be warned that you’ll have to wait a few seconds before the full game 
appears on the screen. 

In the future, when you want to play MindBender, just pull down the Tools 
menu, select Macro, and double-click on the MindBender filename again. 


For you blue 


You need to be the registered owner of your copy of Word 7 in order to 
appreciate this Easter Egg. 

Open a new document and type the word “Blue” (without quotes). 
Double-click on the word to highlight it, then pull down the Format menu and 
select Font. In the dialogue box, choose the bold attribute and the Blue colour, 
then click OK. 

Place your cursor just after your nice blue Blue word and press the spacebar 
once. Pull down the Help menu and select About Microsoft Word. Click 
anywhere on the logo banner to activate a large black box in the middle of the 
About panel. 

Watch with growing anticipation as the endless list of contributors crawls 
slowly up the screen. But it’s worth your while to refrain from clicking again 
and causing the list to rocket out of sight. Your surprise is at the end. 
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Quick 
Tricks 


Windows 95 


"SHUT THE WINDOWS: Here’s a quick way to minimize all the windows you 
have opened. Use your right mouse button to click on an open area of the 
‘'askbar (where there is no application button). Then select “Minimize All 
Windows” from the menu that pops up. Or hold down the shift key and click the 
X button on the right side of a folder’s title bar, 

COUNTING THE MINUTES: If you use the Phone Dialer to make calls, you 
can track the duration and frequency of those calls. Just leave Phone Dialer’s 
Active Call window open while you talk. When you hang up the phone, click 
llang Up in the Active Call window, pull down the ‘Tools menu and select Show 
Log. 

A FULL SCREEN: Do you like the full-screen mode you can get in Internet 
l'xplorer? You can also get it in Windows Explorer if you have //4 installed. Just 
hold Ctrl and press the maximize button in the upper right-hand corner. This 
works if you do it when the window is not filling the whole screen — that is, 
when itis tiled. 

SHORTER PATH: When you are in DOS, you can get to the temp directory 
with the command “cd %temp%” instead of typing oul the whole path. This is 
liwcause Windows 95 has a default setting telling the system where the temp 
directory is. 

EASY SHIFT: With all the fuss about the best way to prevent CDs from 
iutitomatically playing when inserted in the CD-ROM drive, the easiest method 
tay have been overlooked. When you put the disk in, hold down the Shift key 
while the indicator light is on. 

CLOSE ’EM ALL: If you open subfolders of subfolders, you can end up with a 
lot of folders strewn across your desktop. To open a subfolder and have the 
parent automatically close, hold down the Ctrl key as you double-click to open 
the new folder. 

LEAVE ’EM CLOSED: The applications or shortcuts to applications in your 
StartUp folder (in Programs in StartMenu) are initiated whenever you launch 
Windows. To bypass them, hold down the Ctrl key while Windows starts (or 
alter entering your password). 

BEGONE! When you go out to DOS via Windows’ DOS prompt, use this 
quick tip to mass-delete files: If you enter DEL *.*, you will be asked if you are 
Nure you want to delete those files. But if you just enter DEL ** (eliminating the 
puriod), the files will be deleted, no questions asked. 

BIGGER CAN BE BETTER: Ever find the Taskbar at the bottom of the screen 
id polling too crowded with the large number of files you have open? Enlarge the 
liv by grabbing an empty edge of it with the mouse pointer and dragging it 
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upwards. 

FLOPPY ON THE FLY: To allow quicker access to your floppy disks, place a 
shortcut on the desktop. Open Explorer, right-click on the floppy drive, drag it 
to the desktop and, when a menu pops up, select “Create Shortcut(s) Here”. 

SPIN CYCLE: To do a quick spin through your open windows, press Alt and 
Esc repeatedly. This cycles through them all. 

DOUBLE-CLUTCHING: A fast way to open Explorer is to click on the My 
Computer icon once, hold down the Shift key and double-click. 

YOU CAN QUOTE IT: To open a folder (directory) that has more than eigh: 
characters in the MS-DOS Prompt, include quotation marks around the name: 
For example, to change directory to Program Files, type CD “PROGRAM FILES” 
and hit Enter. | 

RIGHT FROM THE START: It’s easy to add any object from the Win 95 
desktop to the Start Menu. Just click on any object from the desktop, drag it to ° 
the Start button, and drop it on top. 


Windows 3.1 


ALT-ERIOR MOTIVES: Changing the Properties of a file the usual way is 
tedious. Instead, hold down the Alt key and double-click the object. (An 
alternative is to highlight the file and press Alt-Enter.) 

CHANGING SIDES: Want to change the way your menus drop? In the 
[Windows] section of your WIN.INI file, add a line reading 
“Menudropalignment=1”. Now the menus will fall to the left rather than to the 
right. Change the “1” to “0” (zero) to make them drop to the right again. 

A 3.11 SHELL-OUT: Shell out to DOS quickly by pressing Ctrl, Alt and D 
simultaneously. Sorry, it doesn’t work in Windows 3.1. 


DOS 


FASTER CD-ROM: A CD-ROM drive’s speed can be optimized if you’re using 
DOS 6.2. Your AUTOEXEC.BAT file likely contains lines loading both 
MSCDEX.EXE (the CD-ROM driver) and SMARTDRV.EXE (disk caching file). 
Just make sure the CD-ROM line comes before the disk caching line. 

HELP, MATE: To create a handy list of all MS-DOS commands with brief 
explanations of what each of those commands does, type either “help 
c:\doshelp.txt” or “fasthelp c:\doshelp.txt”. Which one works will depend on 
which DOS version you have. It creates a text file on your C: drive called 
DOSHELP.TXT, which you can view or print. 

FIND IT QUICKLY: Type “attrib c:\filename /s” to find any file on the C drive. 
Replace the C: with other drive designations to locate files on those drives. 

ORDERLY DIRECTORY: This instruction in the AUTOEXEC.BAT file will 
ensure that every time you ask for a directory with the DIR command, it will be 
in alphabetical order and pause after each screen: SET DIRCMD=/O:N/P 

BUT I WANNA STAY: When you run a batch file from Windows, you are 
returned to Windows once it has completed its task. If you’d rather stay in DOS 
mode, simply include COMMAND.COM as the last command in the batch file. 


Home and Office 
MAKESHIFT MOUSEPAD: Stuck without a mousepad? Try substituting a 
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piece of cork bulletin board. 

RAG IT AROUND: If you find it inconvenient to access the tool box or 
colour box in Microsoft Paint 95, just click on it and drag it away from the edge 
of the application window. The box will then become a floating palette that you 
can position anywhere on your screen. 

GNIKOJ TSUJ: Use a graphics program to print out mirror messages for 
children — or office memos for April Fool's Day. In your graphics program, type 
your message, then flip it. When you print it, your kids or colleagues will need a 

« ‘mirror to read it. 

TAKE A PEEK: You can view the contents of a file compressed by PKZIP with 
the command PKZIP (FILENAME) -VB. 

PIN SWIPES: Mouse misbehaving, or at least becoming difficult to control? 
‘I'wist off the cap which doubles as the ball holder on the bottom of the mouse 
und, with a Q-Tip or fingernail, clean the crud that has built up on the 
horizontal and vertical “rolling pins” inside. 

Online 

QUIVER ME TIMBERS: On a Web site that uses the Shockwave plug-in, 
Macromedia’s logo appears while you’re waiting for the graphics to appear. 
When the logo quivers, chase it around with your mouse, corner it and click on 
it. ‘I'he names of the development team pop on and off. 


Desktop Publishing 

A LITTLE TO THE RIGHT: Ever notice how centred text with end 
jnunctuation looks unbalanced? So put the same punctuation at the front of the 
nontence and make it invisible by colouring it the same colour as the 
lhickground. The line will actually be slightly off-centre now but the eye will be 
fooled. 

CONTROLLED REFRESH: When something isn’t showing up properly on 
(he screen in PageMaker, you can quickly refresh the screen image by holding 
down Ctrl and tapping J twice. This actually turns the guidelines off and on but 
it's so fast you’ll never notice and the screen is refreshed in the process. 

LET IT BREATHE: When setting type in all caps, open up the spaces between 
words (not letters) a little. This makes the text less squished looking and easier 
lo read. 


Word Processing 

TYPE IT OUT: Do you start a WordPerfect for DOS session by typing WP (to 
launch the program) and then loading the file you want to work on? If you know 
the filename already, you can just type WP, space and the filename. When you 
anter WordPerfect your file will be waiting for you. 

QUICK DELE: To delete a previous word in Windows versions of Microsoft 
Word, place the cursor after the word and press Ctrl and Backspace 
nimultaneously. You can also delete the next word by placing the cursor at the 
llrst character and hitting the same Ctrl and Backspace keys. 

RICH IS BEST: If you need to transfer a word processing file to another word 
jrocossing or page-layout program, save it first in the Rich Text Format (RTF). 
‘I's is better than another alternative — saving it as a text-only file — because it 
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preserves all formatting. 

UP AND DOWN: To select a vertical block of text without selecting entire 
paragraphs in a Word document, press Ctrl, Shift and F8 together, then let go 
and use the arrow keys to extend the highlighted box. With a mouse, you can do 
it by holding down Alt and dragging from the insertion point to the end point. 

LOSE THE PREVIEW: You can speed up saving and opening files in 
WordPerfect 7 and 8. Under File, select Open. In the window that appears, click 
on the Preview icon to toggle it off. Now go ahead and open the file you want to 
work in. (If you need a preview though, be prepared for a long wait.) rr 

POINT THE WAY: To go to the start or end of a file with most word: « 
processors, select all text (usually with Ctrl-A) and hit the arrow keys, either Up 
or Down. = 

IN ONE FELL SWOOP: If you tend to keep a lot of Word documents open and | 
want a fast way of closing them all at one time, hold down the Shift key and 
open the File menu. The Close command will now read Close All. Click on 
Close All and that’s exactly what Word will do. 

TSK! TSK! We won't tell you what it is because ... well ... we won’t — but 
we'll show you how to find a funny little quirk in the spellchecker in recent 
versions of Word. To find it, start up the program, type the letter “z” four times — 
(it works only in lower case), and spellcheck your entry. Of course, you already ~ 
knew that “zzzz” would not be found in the spellcheck dictionary. But what a 
clever substitute Word suggests! 

PRINT WITHOUT OPENING: When you're in WordPerfect 7-8, you can print 
a file without opening it. Under File, select Print. Make sure Document on Disk 
is selected and click on Print. Another box will open to ask you which file you 
want to output. 
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